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GH features GE Textolite* 


*VMUANUFACTURED BY GENERAL ELECTRIC 


America’s finest metal desk, the GF MODE-MAKER, 
is first to use beautiful, new, patterned plastic desk top 


Two outstanding features make Mode- 
Maker the ideal desk for the executive 
who gets things done. Every inch of it 
is built for complete efficiency, with a 
right place for every personal or busi- 
ness tool’. And its modern design, 
soft gray finish and super-smooth, stain- 
proof Textolite top reflect the prestige 


of your position and your company. 
The cost of this business-lifetime metal desk 
comes to a fraction of 1% of its user’s salary 
over a span of 15 years! 


GF’s Mode-Maker, America’s most dis- 
tinguished line of desks, has many 
models to choose from for private and 
general offices. Each model is handsome, 
practical, designed to fill a specific need. 


Find out how a low-cost investment in 
GF Mode-Maker desks can make a 
tremendous difference in the appearance 
and efficiency of your office. Call your 
nearest GF distributor or write The 
General Fireproofing Company, Dept. 
M-24, Youngstown 1, Ohio. 


Good metal business furniture is @ good investment 


(Circle 818 for more, information) 
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Foremost in Metal Business Furniture 





MODE-MAKER DESKS 
GOODFORM ALUMINUM CHAIRS 
METAL FILING EQUIPMENT 

GF STEEL SHELVING 





worth repeating... 


When something has been done a par- 


ticular way for 15 or 20 years, it is 


a pretty good sign in these changing 


times, that it can be done a better way. 





Exactly two vears ago this week, the first issue 
of Management METHObDs came off the press. The 
little motto above appeared then in this same 
column. Apparently we have mellowed with age, 
for we've made a slight change in the last line. 
In 1951, it read, “. . . that it is being done the 
wrong wav.” 

Either way, we still feel confident that a 
Management MrTHODS reader is in search ol 
ideas that can save money right now. 

That's why we've done everything possible to 
make it easy for you to act when you pick up a 
good thought from our pages. May we suggest: 

1. Use the handy Reader Service Card (post- 
age paid), bound into every issue of Management 
METHODs, for more information. 


ae business 


Phone your local specialist in 
equipment immediately, and ask him to show 
you the tools that can convert Management 
METHODs’ ideas into money-saving systems. 

If you value your time and your company’s 
money, if you want to increase your own and 
your employee productivity—if you don’t want 
to forget—here’s help! 








Would you like to order 
Management METHODS Magazine 
for other men in your company? 

Use the postpaid reply card bound 


in this issue. 
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Remington Rand Methods News 





How To Make 1954. A More 
Profitable New Year 


The new year is an opportune time to 
start streamlining your office methods. 
Your problems are fresh in your mind 
and you can benefit by last year’s mis- 
takes and experiences. Finally, changes 
can be made more easily at this time of 
the year without disrupting office oper- 
ations. Remington Rand’s staff of 
methods experts is prepared to assist 
you...supply you with the most effi- 
cient and economical business equip- 
ment and systems for the job. Make 
this new year your best year by taking 
advantage of the score of profit-making 
ideas devised by Remington Rand. Here 
are just a few of them. 





The Remington 
Electric Typewriter 


This amazing typewriter is the talk of 
the business world. Take its achieve- 
ments for Southwest Airmotive Co. for 
example: 75% more purchase orders 
are turned out with greater speed and 
ease since installation of Remington 
Electrics took place. In addition, SAC 
gets 50% more inserts and 40% more 
information on each purchase order. 
These figures are direct quotes from a 
report to the treasurer by J. J. Nelson, 
SAC Purchasing Agent. A truly re- 
markable performance. 

Measured in dollars and cents, per- 
formance of the new Remington Elec- 
tric is even more astounding. One of 
our best customers conducted a study 
and found that an annual saving of 
$514 per typing station was achieved 
when they switched from manual type- 
writers to high-speed Remington Elec- 
trics. Multiply this saving by the 
number of typing stations in your 
organization. It’s easy to see the tre- 
mendous savings potential made pos- 
sible with the Remington Electric 
Typewriter. That’s why we are able to 
claim that the Remington Electric more 
than pays for itself in one year. Send 
for the story on Southwest Airmotive 
(CR914) or get the fact-filled, 16 page 
book, “Dividends of Electric Typing” 
(RE8612). No obligation, of course. 








New Low-Cost, Desk-top 
Microfilm Camera 


This low-cost microfilm camera was de- 
signed and priced especially for the 
small and medium sized business. It’s 
simple to operate and can microfilm 
documents as large as 11” x 17”. The 
desk-top camera accommodates single 
sheets or even bound volumes with 
pages spread open. Combined with the 
F-73 Portable Reader, the Model 4 
gives you a complete, low-cost micro- 
film installation, just right for medium- 
sized microfilm work loads. The new 
Model 4 proves that microfilming need 
not be expensive or technically difficult. 
Full details in F356 
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Efficient Filing Systems 


Now is a good time to give a little 
thought to your files. It has been proved 
that 65% of the records in the average 
office are useless...take up valuable 
space ...slow-up efficiency of your or- 
ganization. Good reason for you to call 
in a Remington Rand specialist and 
have him analyze your record-keeping 
problem. He will make recommenda- 
tions only if necessary ...show you 
many ways to increase efficiency, save 
time, space, money. And this service 
can be performed while your daily 
operations proceed as usual— without 
interruption. No loose ends either, be- 
cause he can supply you with every- 
thing from folder to filing cabinet, from 
Remington Rand’s complete line of 
filing equipment and supplies. 
(Circle 835 for more information) 


Our Business Services Departments 
recently made just such a study at the 
Newport News Shipbuilding and Dry- 
dock Company. Inadequate filing prac- 
tices could not cope with the volume of 
paperwork that had increased tremen- 
dously with the company’s growth. As 
a result of the study, sixty years’ ac- 
cumulation of records are now stream- 
lined and sytematized. Reference is 
simple, controls are established and 
future expansion provided for — all at 
a great savings in money, space and 
clerical help. CR850 is an interesting 
write-up of this particular problem and 
its solution. Send for CR850. 





New Electronic 
Punched Card Computer 


This new electronic computer is an 
economical means of handling complex 
business record-keeping and mathe- 
matics problems. In seconds, with un- 
canny accuracy, this electronic wizard 
handles the figurework in invoicing, 
sales statistics, payrolls, cost records, 
production control, engineering prob- 
lems and’ many other computations. 
This method eliminates many opera- 
tions on other machines... saves 
valuable time of skilled personnel... 
speeds the preparation of reports... 
produces complete, useful records. The 
many profitable uses for the new elec- 
tronic punched card computer are de- 
scribed in TM842. Send for your copy. 


Remington Fland 
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SALES: For Copying Orders, Let- 
ters, Inquiries, Presentations, 
Price Sheets, Etc. 


MANAGEMENT. For Copying 
Letters, Reports, Contracts, In- 
structions, Statistics, Etc. 


ENGINEERING: For Copying 
Drawings, Patents, Tracings, 
Specifications, Blue Prints, Etc. 


@eeeceeceseeoeeeeeeeeese 
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SHIPPING: For Copying Re- 
ceipts, Claims, Freight Bills, 
Packing Slips, Bills of Lading, 


Use It To 
COPY 
ANYTHING 


right in your 
own office! 





BOOKKEEPING: For Copying 
Work Sheets, Tax Returns, 
Checks, P & L Statements, Fi- 
nancial Records, Etc 


MANUFACTURING: For Copying 
Schedules, Work Sheets, Control 
Sheets, Master Records, Inven- 
tory Records, Etc. 
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Systematic 


EVERY DEPARTMENT can use the Apeco Systematic Auto- 
Stat. This new all electric photocopying machine prints, proc- 
esses and dries automatically. It's fast—dry copies in less than 
45 seconds! It’s convenient—fits on the corner of any desk... 
it's ready for instant usé! It's easy—anyone can operate it! 
Saves up to 80% on copying jobs. Eliminates retyping, hand 
copying, checking or costly outside copying service. Makes 
legally accepted black and white or colored copies from any 
original up to 11” x 17”—printed on one or two sides. So low 
cost—a complete Apeco Systematic Auto-Stat installation is 
priced well within the budget of even the smallest firm. 


American Photocopy Equipment Co. Dept. MM-12 
1920 W. Peterson, Chicago 26, Illinois 


RUSH ME NEW PHOTOCOPY INFORMATION KIT 
containing booklet on the Apeco Auto-Stat plus sepa- 
rate folders on copying tax returns, color copying and 
copying on preprinted forms. |! understand this free 
photocopy kit shows how | can use the Apeco Auto-Stat 
in my business. 





Name 
Firm 








Address 





City State 
SER RRR BERR EERE 
In Canada: APECO OF CANADA, LTD., 134 PARK LAWN ROAD, TORONTO, ONT. 





(Circle 808 for more information) 
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When is a profit 


not a profit ? 





Pointers.” 





rik AUTHOR: N. R. Caine is the editor of a widely syndicated column, “Tax 
He holds a C.P.A. ce rtificate in New York, New Jersey, Pennsyl 
vantia and California. 1 member of 


ants, Mr. Caine is a senior partner in the firm bearing his name. 


the American Institute of Account- 








Me he problem of com 
puting the taxable profit or the de 
ductible loss that a taxpayer realizes 
from the sale of an asset will generally 
present no difficulties if the taxpayei 
purchased the asset for cash. Unde 
such circumstances, the computation 
requires merely that the taxpayer com 
pare the sales price of the asset with 
its cost price to determine the profit o1 
loss that he has realized from the sale. 
However, this simple formula is of no 
value in cases in which the taxpayei 
acquired the property other than 
through direct purchase. For example, 
what cost basis should a taxpayer as 
sign to property that he acquired by 
gift, through inheritance, or as the re- 
sult of non-taxable exchanges? In these 
and other like situations, a taxpayel 
must refer to the special “basis” sec- 
tions in the income tax law. These sec- 
tions prescribe the cost basis that he 
must assign to any such asset for profit 
and loss purposes. 

The complexities of the tax law in 
this connection are strikingly illustrated 
by a question which was recently sub- 
mitted to me by a reader of this 
column. This reader received a gift ol 
certain stock in 1938. His mother, the 
donor, had purchased this stock in 1932 
for $10,000. Its value on the date of the 
gift was $6,000. The taxpayer sold this 
stock in 1953 for $8,000. His question 
was simply: “Did I realize any taxable 
gain or loss on this sale for federal in- 
come tax purposes?” 

The tax law sets out certain special 
rules for computing the profit or loss 
on the sales of property which the 


vendor received as a gift. The first of 
these rules applies to gifts which were 
received on or betore December 31, 
1920; the other covers gilts which were 
made alter December 31, 1920. The 
reader’s gilt falls within this second 
category. ‘The rules which he must 
apply to determine the profit or loss 
on his sale may be set out as follows: 

In every case in which the 
gifted property is sold at a price 
which exceeds the donor’s cost, 
the seller will realize a profit on 
the sale. This profit is measured 
by the difference between the 
sales price and the donor’s cost. 

If the sales price is less than the 
donor’s cost, the seller will realize 
a loss on the sale. This loss is 
measured by the difference be 
tween the sales price and the low- 
er of the following totals: (1) the 
value of the gifted property on 
the date of the gift and (2) the 
donor’s cost. 

In cases where the sales price is 
less than the donor’s cost, but 
greater than the value of the 
gifted property on the date of the 
gift, the seller will realize neither 
a profit nor a loss on the sale. 

Since the reader’s gift satisfied the 
third condition, no gain or loss will 
flow to him from the sale. 

What if our taxpayer had purchased 
the stock before March 1, 1913? In such 
cases, the taxpayer may have to con- 
sider not only the cost of the asset, but 
its March 1, 1913 value as well. 

Let us give substance to the discus 
sion by assuming the following facts: 
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The taxpayer purchased cer- 
tain stock before March 1, 1913 
at a cost of $8,000. The fair mar- 
ket value of the stock on March 
1, 1913 was $15,000. He sold the 
stock in 1953 for $14,000. 
Surprisingly enough, the taxpayer 

will have neither gain nor loss to re- 

port on his 1953 sale of the stock. This 
is again due to the following rules: 

1. If the taxpayer sells a security at 

a price above both the cost of the 

security and its March 1, 1913 

value, his gain on the sale is to 

be measured by using as the basis 
of the stock the higher of the two 
amounts: (1) the actual cost of 

the stock, or (2) its March 1, 1913 

value. (In other words, if the tax- 

payer sold a security for $15,000 
which cost him $10,000, and which 
had a March 1, 1913 value of $12,- 

000, his gain on the sale would be 

$3,000.) 

2. If the taxpayer sells a security at 
a price below its cost, his loss is 
to be measured by using the cost 
of the security as the basis. (The 
March 1, 1913 value of the secur- 
ity is of no importance in this 
case.) 

3. If the taxpayer sells the security 
at a price which is greater than its 
cost, but lower than its March 1, 
1913 value, the taxpayer will 
realize neither gain nor loss on 
the sale. 

Since the taxpayer’s sale falls within 
the last-described rule, he too will 
realize neither a taxable profit nor a 
deductible loss on his sale in 1953. 

There are a multitude of possible 
factual variations. A recent Tax Court 
case considered the specific application 
of one of these special income tax 
“basis” sections to the following facts: 

The taxpayer, a corporation, pur- 

chased certain property prior to 

March 1, 1913. This property con- 

sisted of land and a building. It 

sold the property at a profit dur- 
ing the year under consideration. 

The first thing to note about these 
facts is that the law prescribes the fol- 
lowing rule for computing the profit on 
the sales of assets which were acquired 
prior to March 1, 1913: The profit 
from the sales of such assets is to be 
measured by the higher of the follow- 
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ing amounts: (1) the cost of the asset, 
or (2) the March 1, 1913 value of the 
asset. *) 

The question that was presented by 
the case may be briefly phrased as fol- 
lows: Could the taxpayer divide the 
sale into the following two parts for 
the purpose of computing its income 
tax profit on the transaction? 

1. The sale of the land—using its 

March 1, 1913 value as the basis 

(this was higher than the actual 
cost of the land); and 

2. The sale of the building—using 
its cost as the basis (this was 

higher than the March 1, 1913 

value of the building). 

The Tax Court stated that this 
breakdown was the proper procedure 
to follow in such cases. In so holding, 
the Court overruled the taxing author- 
ities’ contention that only one uniform 
basis—the March 1, 1913 value or the 
cost—was to be used for both the land 
and the building components of the 
property. 

The basis for these rules is the fact 
that the. income tax was first put into 
effect on March 1, 1913. Their basic 
purpose is to spare a taxpayer any in- 
come tax on a profit or gain which is 
properly attributable to the period be- 
fore March 1, 1913. m/m 
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Financing human development: 
From the president’s scratch pad in 
the June, 1953 issue of Management 
News, Lawrence A. Appley, Presi- 
dent of the AMA, writes about the 
president of a corporation and his 
newly created “president's budget.” 
The Board of Directors had given 
him $100,000 to allocate as he wished 
to individual managers at any level. 
He decided to allot to these man- 
agers certain sums of money for them 
to spend on ideas which they think 
are good but which they have been 
unable to get approved by higher 
levels of management. If a manager 
spends the money on some new idea 
which he thinks will work and it does 
bring in a return, a good portion of 
that return is reassigned to him as 
part of his “kitty” for further in- 
vestment in new ideas. While this 
plan has not been in effect long 
enough to prove itself, scattered: re 
turns are very favorable. 
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BROWNE-MORSE DESKS 








an ultra-smooth writing surface that is wear- 






The famous 
PRINCIPLE 
ance, oper 


This exclusive ‘‘Time-Tested”’ Plastite Top, per- 





ons of office efficiency with 


You add distinction, efficiency and com- 
fort to your office with new Browne- 
Morse Desks. Right height, plus beauty, 
plus durability make your desk work 
natural and relaxed. 


manently laminated to 16-gauge steel, gives 


proof, burn-proof, stain-proof, pleasant to 
touch, fully insulated against sound and 
vibration. 





Browne-Morse GLIDER SUSPENSION 
gives smooth ball-bearing perform- 
ates in a contoured raceway with 





quiet, sturdy, nylon guides for ease of operation 


regardless of load. 
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These are only two of the twenty-six fea- 
tures that make Browne-Morse desks leaders 
in office efficiency. Those features are pre- 
sented in detail in the new BROWNE-MORSE 
CATALOG. 

Write for Catalog Today! 


COMPANY 
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(Circle 811 for more information) 








Instantly Changeable Type 


Gives Mimeo 
a ‘Printed’ look! 





Now You Can Produce a Great Deal of Your 
Business Printing on Your Office Duplicator 


Modern mimeographing is quality reproduction. It needs only a 
quick, inexpensive source of attractive type composition to put it 
into a quality printing class. Now...at last...the perfect answer to 


that problem. The VARI-TYPER STENCIL-WRITER prepares mimeo 


stencils with print-like type ina 


variety of styles and sizes...al/ in 


one machine! Forms, bulletins, literature, programmes, instructions, 
etc., will come out of your duplicator with a pleasing professional 
print-like appearance and at a tremendous saving. 














pType Faces Changed in Two Seconds 





It takes less time to change Vari-Typer 
Type Fonts than it does to switch blades 
in a safety razor. Changes can be made in 
the middle of a sentence without disturb- 
ing the copy. Even the spacings between 
characters and lines can be varied. 


Wide Choice of Type Styles and Sizes 








Other Models 
for Litho Duplicating, 
Photo Offset, Drafting, etc. 





| 
| 
price $ 480 i 


Select the type faces you like from the 
handy drawer at the base of the machine. 
You can use two different type styles at 
once changing from one to the other by 
turning a knob. Thus your copy can have 
matching italics, symbols, tiny footnote 
characters and foreign languages, too! The 
Stencil-Writer has a standard keyboard. 


gop igo 


RALPH C. COXHEAD CORPORATION 
720 Frelinghuysen Ave., Newark 5, N.J. | 


Please send Vari-Typer Booklet 317 

DEMS rivet crass cx vbarirerTiesh cb voseesodacoesbacacs | 
Re PRN ly esau kns'on ih A cARAR Raw coeli beet eRe cekous i 
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(Circle 814 for more information) 
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diagnostics 


MANAGEMENT 


Assistant to the 


FOR 





rHE AUTHOR: Leslie M. Slote, 
President, Ketay Manufacturing Corp., handles 
this regular feature. The author functions at 
staff and operating levels on matters of admin- 
istration, production, personnel, labor relations 





and management control. Readers are invited 
to submit “symptoms” from their own ex peri- 


ence for Mr. Slote to “diagnose.” 











symptom 


“When is the best time to hold a 
staff meeting?” 


diagnosis 


One company I know of has an ef- 
fective set-up. A staff meeting is held 
each Friday morning starting at 9:30, 
and not exceeding one hour in dura- 
tion. It is run using the conference 
technique with the Executive Vice 
President as conference leader. Minutes 
are taken by a secretary. The staff mem- 
bers present include the Chief En- 
gineer, Works Manager, Director of 
Industrial Relations, Sales Manager, 
Controller and Purchasing Agent. 
There are no excuses for failure to at- 
tend or for lateness—if a man is out, 
he is represented by his deputy. Phone 
calls or other interruptions are ab- 
solutely forbidden. Each staff man is 
prepared to present a summary of the 
status of his current projects or 
progress, plans for the immediate or 
long-range future and problems or sug- 
gestions requiring group action. No- 
body speaks for more than five minutes 
until everyone has had his turn. Ques- 
tions and discussion consume about 25 
minutes, and the Vice President takes 
about five minutes to sum up. 

A staff meeting such as this, held 
regularly at a definite time, has been 
extremely productive in the inter- 
change of thoughts, ideas, and factual 
information —and in obtaining the 
viewpoints and experience of key 


executives. It makes coordination 
through communication a reality by 
giving each department head a bette1 
understanding of the problems of other 
departments. 


Symptom 


**Although our office and adminis- 
trative employees (weekly and semi- 
monthly payroll) are covered by 
hospital and accident insurance, we 
are interested in establishing paid 
sick-leave benefits. Can you suggest 
a plan in line with the practices of 
other companies?” 


diagnosis 


Sick-leave plans vary widely and de- 
pend to an extent on area practice. A 
uniform plan for the non-bargaining 
unit within the company is a phase of 
personal policy that should be for- 
malized by management, with respect 
to the personnel relationships and sick- 
ness experience factors in your particu- 
lar company. A practice that covers 
the majority of cases might read as 
follows: One day of paid _ sick-leave 
shall be granted for each month of 
service, not to exceed ten days in any 
one calendar year, not cumulative from 
year to year, and to be granted at the 
discretion of the department head. It 
must be understood by the employee 
that sick-leave is to be used for no 
other purpose except personal illness, 
or critical illness or death in the im- 
mediate family. However, emergency 
situations may be covered at the discre- 
tion of the department head in an at 
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tempt to deal fairly with the merits of 
individual cases. Explain firmly that 
sick-leave is to be used only for the 
unforeseen, specified emergencies—and 
that sick-leave will not be added to 
vacation time and will not be paid. 
Absences of more than one day are in- 
vestigated by the personnel depart- 
ment, and absences exceeding three 
days require a doctor’s note. 

Some employers granting paid sick- 
leave have an eligibility clause requir- 
ing new employees to serve anywhere 
from one to three months before quali- 
fying. 

Union employees are not included 
in this plan because sick-leave for them 
falls within the scope of collective bar- 
gaining. m/m 
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Workers unfamiliar with mass 
unemployment: ‘In the past dec- 
ade benefit patterns have been based 
on labor's need for security to replace 
the insecurity arising from depres- 
sion experience and the long years 
of war. Gradually this motive is be- 
ing erased. According to the Na- 
tional Industrial Conference Board 
in 1951—52.7% of the American pop- 
ulation had had no adult experience 
with mass unemployment and 55.7% 
had no adult experience in a world 
at peace. These percentages are still 
growing and it is logical to assume 
that they will affect the pattern: of 
what the employee wants from his 
employer. In my opinion, demands 
for employee security benefits will 
gradually lose force in favor of the 
comfort and convenience type of 
benefits: reduced working hours with 
no loss in pay, better supervision, 
more effective grievance procedures, 
better vacation and holiday policies, 
etc. Of course, security will always 
be important—especially to older em- 
ployees and probably we will never 
see the time when we will be able to 
forget. about security benefits—nor 
should we.” Jack C. Staehle, Direc- 
tor of Industrial Relations, Aldens, 
Inc., and past President, OMA of 
Chicago. 
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ov ARE--THERE’S AN ASE DEALER NEAR YOU! 
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Write for catalog and 
name of nearest dealer. 





STEEL OFFICE FURNITURE 


LOOKS BETTER... LASTS LONGER... LOWERS COSTS 


Visit your ASE dealer and take a critical look. Convince yourself that 
there’s more real dollar-for-dollar value in ASE office furniture. 
You'll find countless product advantages exclusive with this complete 
high-quality line of desks, chairs, files and office equipment. 
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Perhaps you may 


want to do this, too 


A Car Pool serves many people who need trans- 
yi 


portation only part time... 


... our Tabulating Equipment Pool serves 
many companies who need punched card equip- 


ment only part time. 


What they do: 


These companies use our modern’ punched 
card equipment as they need it and pay propor- 


tionately. 


They no longer worry about acquiring equip- 


ment, leasing space or training personnel. 


In addition they get better and more compre- 


hensive reports in less time and at reduced cost. 





Undoubtedly there are operations in your com- 
pany which can be done more efficiently and at 
a savings through the use of our statistical 


service. 


Why not telephone or write us today? 


RECORDING & STATISTICAL CORPORATION 


other ULOms LObREOl, Buel ae 2Ol0@e. 10), 28 a2 amsel 20), fe) 
Sixth Avenue, New York i, N_Y 


WOrth 6-270( 
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"I think...’ 


Editor's Note: The following letters were received 
independent of each other. Mr. De Lay's letter is 
not intended as an answer to Mr. Rogers, nor is it 
the intention of Management METHODS to insti- 
gate a controversy. These letters are presented in 
full for their informational value to our readers. 


Credit Unions Have Tax Advantage 
Dear Mr. Editor: 

If a publishing house were to be formed to 
publish a magazine in direct competition with 
Management METHODS, but without having to 
pay any taxes on its income, or any rent or office 
expense, would you feel that this was something 
to be recommended to thousands of others, and 
that it was in keeping with the American com- 
petitive system? 

I ask this question because of the article 
‘What Management Should Know About Credit 
Unions” in your August issue. In all of the pro- 
motional material appearing in print on credit 
unions, there is never any mention made of the 
fact that they are actually competing with legiti- 
mate private business, yet paying no taxes to 
help meet the costs of government, and are being 
subsidized through the provision of office space 
and equipment by the managements of the com- 
panies in which they operate. 

The credit union movement bases its appeal 
on the claim that it can lend money to its mem- 
bers or can help them buy durable goods on in- 
stallments at a lower cost than they would have 
to pay through other means. If this is true, it is 
made possible by the tax free charter and the 
subsidization of the management, and it is logi- 
cal to assume that the ultimate result will be the 
elimination of all private business providing 
such services. This, of course would mean a 
tremendous loss of revenue to the government, 
as well as a very severe set-back for the private 
enterprise system. 

We call this to your attention because we 
realize that when only one side of the credit 
union picture is presented, it sometimes seems 
very attractive. This has been the case, of course, 
in the adoptions-of credit unions by a great 
many companies. However, in the practice as 
well as in the implications to our free enterprise 
system it is not what appears on the surface. 

If your readers were told that in adopting the 
credit union they would also be increasing their 
proportionate share of the tax burden by the 
amount of taxes lost from private financing in- 


’ 





stitutions; that they would be fostering one of 
the most rapid growing threats to the free enter- 
prise system in the country, — the cooperative 
movement; and that in the eyes of their em- 
ployees the company that established the credit 
union would become their creditor each time 
they borrowed money (and it is well known that 
no one likes his creditors) we are quite sure they 
would have a more objective view on the subject 
than your article presents. 

Sincerely yours, 

‘THOMAS W. ROGERS 

Executive Vice President 

American Finance Conference, Inc., 


Chicago 3, Illinois 


Credit Unions Are Free Enter prise 
Dear Mr. Editor: 

I want to acquaint you with the development 
of credit unions in Georgia and what they stand 
for. 

State credit unions in Georgia are assessable 
for taxes on the same basis as banks. Credit 
unions pay annual examination and supervision 
fees to the State and in many states these fees 
are supplemented by appropriation from the 
State General Fund. In North Carolina the 
amount of the appropriation is $8,650 annually. 

Credit unions are democracy in action; they 
want no part of totalitarianism. Credit unions 
are free enterprise. They are owned and oper- 
ated by their membership. 

Communism lures people by promises of com 
plete economic security, and breaks down peo- 
ple’s confidence in their ability to handle their 
own affairs. Credit unions, on the other hand, 
build self confidence, independence, responsi- 
bility, leadership and respect for the rights of 
others—the qualities we need to preserve our 
way of life. 

Sincerely yours, 

JAMES R. DE LAY 

Georgia Credit Union League, Inc. 
Atlanta 1, Georgia 


{ Correction 
Dear Mr. Editor: 

The article, ““The Use of Personnel Tests in 
Selecting White Collar Workers,” 
presented. 

However, the name of our companies was 
slightly mis-quoted, as State Farms, and our 
address is given as Bloomington, Indiana (in- 
stead of Illinois). I would have hesitated to men- 
tion it at all except that we have had quite a 
lively interest in the article as evidenced from 
the amount of correspondence we have received. 

Sincerely yours, 
PAUL L. MITZNER 
State Farm Insurance Companies 


was very well 


methods 








of 
ter- 
ive 
-m- 
dit 
me 
hat 
hey 
ect 


nc., 


eni 
ind 


ble 
dit 
ion 
ees 
the 
the 
lly. 
hey 
ons 
er- 


»m- 
eC O- 
1eir 
nd, 
nsi- 
of 


our 


nc. 


in 
vell 


was 
our 
(in- 
en- 
ea 
om 
ed. 


11eS 


das 


























COVER STORY 


quummmmmmmmees §=Very few businessmen need “proof” 
that their clerical costs are out of control. The symp- 
toms can be found in every office—more clerks, more 
space to house them, more filing cabinets, more 
fringe benefits, more burden. 

Nevertheless, the charts on this page are worth 
studying. 
> Why did our clerical population grow 350% from 
1900 to 1940—five times faster than our population 
growth? 


>» Why is only 15% of office work mechanized as 
compared to more than 90% factory mechanization? 


> Why did clerical labor costs rise 714 times from 
1900 to 1950 while the investment in office “tools” 
has risen only four times? 

The answers to these questions won’t be found in 
the old cliches of business. 

“Government interference’ certainly added to 
paper work during the last two decades, but the curve 
has been consistently rising since 1850—and it’s still 
rising. 





“Mechanization” surely will help to alleviate the 
problem—but machines have been available for years 
and costs have continued to mount. 

Nor will an arbitrary reduction in paper work 
functions help, for the product of paper work is in- 
dispensable—precise management control. 

The solution—and there is one—is a deceptively 
simple generality: “top management interest and sup- 
port.” The treasurer of one big firm came close to a 
definition of what’s needed when he said recently, 
“We spent seven million dollars on product research 
last year. But not one cent was formally budgeted 
for ‘office research.’ ” 

Until top management opens its collective mind 
and looses its individual pursestrings, the “clerical 
burden” curve is going to rise. The President of the 
New York Life Insurance Company—certainly an 
expert in paper work—expressed the solution this 
way: ‘““Top management must work hard to create an 
atmosphere of receptivity to change. It is important 
to make change, or more accurately the consideration 
of change, fashionable. . .” | 
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What you can do about 
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It’s a fact. Herring* Hall* Marvin 
Steel Transfer Files save money by 
doing away with frequent replacement 
of old-fashioned wood or fibre con- 
tainers. These steel files are made for 
permanence, and you'll always be 
able to add to your equipment from 
the same reliable source. They save 
space by stacking to the ceiling with- 
out aid of shelving. They save loads 
of time often lost by looking up 
records in makeshift boxes or hard- 
to-handle containers. 


Send for Catalogue 


Don’t delay this. Time for the annual 
transfer of records is just around the corner. 
We shall be pleased to send catalogue and 
detailed price information promptly upon 
receipt of your request. 


HERRING -HALL-MARVIN 


SAFE COMPANY :#:s. 
Hamilton, Ohio am Oe 


(Circle 821 for more information) 
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Talking to employees on 
Match book covers 


MORE COMPANIES FIND SMOKING A CHANNEL OF COMMUNICATIONS 


s,s a recruitment 
program that first led to the use ol 
match books to communicate with per- 
In the early days of World 
War II, personnel shortages were com- 
Tele- 
phone and Telegraph Company rea- 


sonnel. 
mon in industry. The Pacific 


soned that the surest way to reach 


potential switchboard operators was 
through the women already on the pay- 
roll. ‘The company distributed match 
books to its personnel, urging them to 
make their own burden lighter by 
getting friends to apply for jobs. The 
immense success of this program led to 


other communication uses of match 


Americans use 


12!/, billion match 


books a year 
/ —143 per adult 


Figures from surveys by: Fact Finders Associates, Inc.; 


°/' of industrial 


workers smoke 


books, as well as use by other firms. 
Chesapeake & 
Potomac Telephone Company is still 
books 
whose front cover reads, “for a match- 


In Virginia, the 


actively distributing match 


less employee!” ‘The reverse adds: 
“Your friends will like telephone work 
—good starting salary—pleasant work- 
ing conditions—chance for advance- 


ment—steady employment.” 


Utility's Public Relations 


The public relations approach is the 
keynote in the match books which Con- 
Edison 


solidated Company of New 





72.6°/, of 
American adults 
habitually carry 
match books 


York 


ployees. 


30,000 em- 
As a utility, this company has 


distributes to its 


a major problem of keeping the public 
informed. Since a large share of the 
company’s personnel are in direct con- 
tact with the public, management has 
a task of keeping its men and women 
informed. 

A headquarters secretary, via the 
company’s suggestions boxes, offered a 
solution. Since employees are scat- 
tered through 65 installations, serving 
eight and a half million people with 
electricity, gas and steam, she suggested 
the match book as the most common 
Although the com 


meeting ground. 


Oo 
1g 





99.8°/, are com- smokers can 


recall the match 


pletely used up 


< 2S 
NZ ; 
{ 45.5°%, of men 


before discard cover message 


without looking 


Hooper- Holmes Bureau, Inc.; Opinion Research Corporation 


methods 








is 





Report ALLINJURIES. 
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it atch less ‘ am SALARY 
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Of PLEASANT WORKING 
CONDITIONS 


© CHANCE FOR ADVANCEMENT 
3y STEADY EMrLoYMaNT 


TWE CHESAPEAKE & POTOMAC 
TELEPHONE CO. OF VA 





pany gives out the match books via 


the cigarette counters in) company 
buildings, they proved to be so popu- 
lar that many employees bought them 
by the box—and the messages had that 
much more circulation. 

It seems that every employee of a 
utility finds the job includes public 
relations work, whether he or she wants 
it that way or not. Every friend and 
relative has dealings with the utility 
and they invariably report to him when 
anything goes wrong. Edison's objec- 
tive in giving out the match books is 
to keep its employees informed, so 


they can answer. 
A Typical Application 


For example, when newspapers 
stirred public excitement in New York 
City about smoke control, the company 
match books appeared with this legend: 
“Smoke control record since 1937— 
516,000,000 spent—54,000,000 work un- 
The 


ment, made a perfect answer for em- 


derway!”’ facts, without adorn- 


ployees badgered on the subject by 
friends, neighbors, or relatives. 

“When the smoke control story was 
news,” said advertising director Ray 
Martin, “we put our story betore em- 
ployees within a week, via meetings, 
boards and 


publications, — bulletin 


match books. We found that to people 
who don’t remember what a speaker 
tells them, or who pay little attention 
af meetings, or devote little time to 
memorizing what they read, the facts 
come through solidly by the time a 
man has seen them 20 times on a match 
book cover in the course of lighting 
20 matches.” 

‘Lhe employee sees the match cove 
message because he takes out the match 
book otf his own accord, when he needs 
a “light.” Every month the company 
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changes the message on the 20,000 


match books it distributes. 


Use in Safety Programs 


It is estimated that each industrial 
costs five times the medical 
Calculat- 


ing such factors as lost time of per- 


accident 


bills incurred by the victim. 


sonnel in the department, production 
delays, investigation time, paper work, 
and replacement training, a recent 
study showed that a typical instance of 
a workman injured at a drill press 
involved $235 in medical costs, and 
$1,202 in additional expenses. 

The National 


Titanium Division safety director, D. 


Lead Company's 
W. Fiock, won the 1952 award of the 
American Match Industry, for the most 
distinguished and effective use of match 
cover space. These match books got 
their point across by speaking cleverly 
to personnel at a humorous level which 
attracted interest. Management found 
that plant-safety campaigns often shoot 
over the heads of the men they're con- 
cerned with, with stuffy or “preachy” 
messages. “They found the light touch 
was more effective. 


Customer Relations Program 


An entirely different channel of com- 
munications via match books was 
opened by the Singer Sewing Machine 
Company when it celebrated a hundred 
years of existence last year. ‘The indus- 
trial division of the company, which 
provides more than 3,000 types of ma- 
chinery for all kinds of plants and com- 
mercial establishments, wanted a grass- 
roots gift. Singer felt that the giveaway 
program should include the machine 
operators as well as the executives of 
companies buying their equipment. 

The gift had to be inexpensive, yet 


Final solution was 
a special oversized match book, with 
a velvet-finish cover of flocked paper, 
and a gold-imprinted seal bearing the 
legend: “A Century of Sewing Service.” 
Executives received a special transnar- 


quality of its type. 


ent acetate box holding an assortment 
of 25 various colored match books. 

The employees who worked the ma- 
chines—the people who might influ- 
ence later sale of Singer equipment by 
their attitude toward it—were not for- 
gotten. Salesmen from the Industrial 
Division’s 35 sales offices were in- 
structed to tour factories and other es- 
tablishments in which Singer equip- 
ment was installed, giving the match 
books personally to machine operators 
where local management had no ob- 
jection. Elsewhere, the plant super- 
intendents and foremen gave them out. 

For an expenditure of $30,000 the 
company was able to give out 1,200,000 
books. With 30 matches in each, the 
books put the company’s 
greeting before the users 36 
times. 


friendly 
million 


Factors to Consider 


The roster of companies which make 
use of match covers includes such com- 
panies as General Motors, Bell Tele- 
phone System, Monsanto 
Company and Glenn L. 


pany. 


Chemical 
Martin Com- 
About half of the companies 
use their own, original designs while 
the others employ designs furnished 
as stock messages by match companies. 

The important considerations — in 
using match books for employees, ac- 
cording to the Match Industry Infor- 
mation Bureau, are: 

1) Have an attention-getting device 

2) Be specific 

3) Control distribution 

In the 60 years since the match book 
was invented, it has become one of the 
most widely-read advertising mediums 
and most frequently-offered gifts. An- 
nually, 1214 billion match books are 
used, with nine-tenths given out free. 
Averaging 20 matches apiece, their mes- 


sages confront the billion 


user 250 
times. 

With a recent survey showing that 
90°°, of industrial workers smoke, there 
is litthe wonder that alert management 
is using match books as a channel of 


employee communications. m/m 
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This ad is your coupon. Check one 
or both boxes below and mail for 
valuable information on... 


How to cut 
Shipping Costs 


(AND SPEED-UP SHIPMENTS, TOO) 





One of the slowest and costliest ship- 
ping operations is the addressing and 
marking of containers. Described be- 
low are two new “systems” that are 
saving many firms thousands of dol- 
lars every year by reducing the time 
and labor necessary to address and 
mark boxes and cartons. 


If your company is now using large 
quantities of printed labels or the 
old brush-stencil method, it will pay 
you to investigate these new Weber 
systems. 





PRINTING FACSIMILE LABELS DIRECT TO CON- 
TAINERS. Stencil comes already cut 
with facsimile of your label or form. 
Address or other variable informa- 


tion is typed or written in... stencil 

is quickly attached to hand printer 

... label and address are then printed 

on container in a single movement! 

Eliminates labels. One-hand opera- 

tion is fast and clean. Stencil can be 
repared with bill of lading set. 
Check square for more infor- 
mation. 






Gi. Vo 


PRINTING AND ADDRESSING LABELS IN ONE 
OPERATION. The Weber KC-E Label 
Printing and Addressing machine 
prints shipping and product identifi- 
cation labels at the rate of 100 per 
minute, and fills in address and other 
information at the same time! Also 
counts and cuts the labels to size. 
Solves multiple label addressing and 
marking problem. Saves cost of pre- 
printed labels. Check square 
for more information. 


Please send information as checked in box 
or boxes above. 
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Division of Weber Addressing Machine Co. 
Dept. MM-3, fAount Prospect, Ilinois 


(Circle 846 for more information) 
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a report to top management: 


<abhe-y—_—$§ Where we stand today on 


| 


experts 


THIS MONTH'S EXPERT 





Matt W. Boz 


Mr. Boz, Assistant Manager 
of the Methods and Statistics 
Department, has been associat- 
ed with the Shell Oil Com- 
pany for the past 20 years in 
widely diversified financial po- 
sitions, including most phases 
of accounting, supervision and 
installation of tabulating sys- 
tems, internal auditing and 
chief accounting in the mar- 
keting offices. 

He is President of the New 
York Chapter and a National 
Director of the Systems and 


Procedures Association. 





electronics for the office 


PRACTICAL USE OF ELECTRONIC COMPUTERS IS UNDER WAY. HERE'S A PROGRAM FOR 


Editor's Note: Mr. Boz has been engaged 
in a study of electronic computers for the 
past four years, with an eye to their pos- 
sible use by his company for accounting, 
paper work, and related operations. The 
article below is adapted, in part, from a 
paper delivered at the Systems and Pro- 
cedures Association of America's Inter- 
national Meeting in October. 

A second article will appear in the Jan- 
uary issue of Management METHODS 
telling how a company can organize an 
investigation of electronic computer ap- 
plications for their particular problems. 


CES fy management men 
today seem to grasp the fact that elec- 
tronics has already entered the office. 
It’s not too surprising when you con- 
sider that most of the electronics ar 
ticles in popular magazines read like 
“space ship” novels. ‘The general feel- 
ing they seem to convey is that we are 
years away from practical applications 
outside of the scientific fields. 

If you find yourself in that frame ot 
mind, consider this: a major chemical 
company has just perfected a method 
for cost-reporting their 600 products 
using a new, relatively low-cost elec- 
tronic machine. Under their present 
manual system it takes them two and 
one half hours to produce each detailed 
cost report on each product—a total of 
1500 man-hours per month. With the 
new equipment, these 600 reports can 
be produced in an elapsed time of 25 
minutes each. On _ high-speed tape 
processing machines, soon to be avail- 
able, this operation is projected to take 
only one and one half minutes per cost 
report, a total of fifteen hours, or 100 
times faster than the method presently 
used! Just as important, where these 


cost reports are now available to man 


agement about the 15th or 18th of 


each month, the company expects at 
least a ten-day acceleration of this 
vitally important data. 


The Fallacy of "Watchful Waiting" 


Not all businessmen have been con- 


fused by the “Sunday supplement 


writers.” But even in this alert group, 
there is a dangerous tendency to stay 
on the sidelines and to “watch devel- 
The dan- 
ger lies not in this conservative attitude 


opments and wait and see.” 


but in the lack of appreciation of what 
“watchful waiting” involves. So much 


progress has been made in the last year 


by the manufacturers of electronic ma- 
chines, that the initiative now falls on 
the potential users of this equipment to 
develop practical applications. 


MANAGEMENT ACTION 


Those progressive firms that are co- 
operating closely with the manutactur- 
ers in developing operational uses are 
in an extremely favorable position. 
They have developed a nucleus of 
trained personnel to program the elec- 
tronic units. They have practical ex- 
perience in what can be expected in 
the way of results. They are first in 
line for the new equipment about to 
be marketed. 

Thus, the present apparent lag in 
developing practical applications fon 
the new machines isn’t a lag at all for 
the firms that have ‘“gotesm their feet 
wet.” In fact, in a few highly com- 
petitive industries the results of this 
prior planning may have astounding 
effects. For example, the potential for 
dollar savings in the insurance indus- 
try is so great that the leaders in elec- 
tronics operations could conceivably 





1. IBM's 604, 607, CPC, 650 and 
the 701 and 702 Data Process- 
ing Machines. 


2. Remington Rand's 409 Univac 
and ERA-1103. 


3. Monroe's Monrobot. 


4. Burroughs’ CIC. 


to almost $1,000,000. 





What's Ahead In Electronics 


Some of the more popular types of electronic equip- 
ment available or being developed today are: 


Costs of the equipment listed above range from $600 to about 
$30,000 monthly rental, or if available for purchase from $50,000 


Remington Rand recently announced that a Univac "Service 
Bureau" will be opened in New York City on January 1, 1954, to 
handle regular assignments on a fee basis. 


5. National Cash (Computer Re- 
search Corporation) 102A Ca- 
dac. 


&. Underwood's Elecom 100, 120 
and 125. 


7. Raytheon's Raydac and Ray- 
com. 


8. RCA's Bizmac. 
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cripple competition belore it could de- 
velop the know-how and_ personnel 
needed to catch up. 

To give you an objective, current 
status report I must break it down into 
two parts, dealing first with the equip- 
ment manufacturers and what they 
have to offer, and then with business 
and its applications. 

Since the strictly scientific applica- 
tions for electronic computers are gen- 
erally recognized, if not understood, by 
management men, I have not included 
them in the following report. In so 
doing, I have necessarily ignored the 
several manufacturers whose equip- 
ment is directed to scientific-mathemat- 
ical solutions. It should be recognized, 
however, that these machines are the 
prototypes of present-day computers 
adaptable to office operations. 


What the Manufacturers are Doing 


IBM appears to have the most com- 
plete line of equipment, starting with 
the relatively low-cost card control 
units and progressing through to the 
high-cost units. While IBM’s 701 was 
develoned mainly for scientific use, 
many of its basic principles are being 
used in a tape processing machine be- 
ing developed primarily for accounting 
and related applications. 

Remington Rand has built and in- 
stalled at least six Univacs which are 
being used in various government ap- 
plications, while both the Metropolitan 
and Franklin Life Insurance Com- 
panies have orders placed. ERA com- 
puters, to the best of my knowledge, 
are being used only in scientific work. 
Their new machine, “Speed Tally,” 
seems to have a great potential. 

Monroe’s Monrobot in the relatively 
lower-cost area of about $50,000 to 
$60,000 shows good potential. We, at 
Shell, have been working with it and 
have programmed two small test prob- 
lems which preliminary estimates indi- 
cate can be performed in about 5% 
the time now being spent. 

Consolidated Engineering’s 30-203 is 


of 


a relatively high-speed computer in its 
price range (approximately $125,000). 
It operates with perforated tape and 
punched cards as input and output 
and _ has alphabetic and numeric 
printed output. Magnetic tape for 
auxiliary storage is under development 
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for later models and present computers 
can be converted to operate with it. 

Underwood’s Elecom 100 and 120 
computers are for technical use. Our 
exploration and production research 
laboratory at Houston, Texas, will 
shortly receive the first model 120. ‘The 
Elecom 125 is being built specifically 
for use in office problems. While pat- 
terned after the 120 model, the 125 
computer will have a significant im- 
provement in its sorting device. Under- 
wood has their own parts inventory 
control function at one of their plants 
programmed for handling by elec- 
tronics and estimates that the Elecom 
125 can produce a much faster and 
more accurate job with about 4 to 4 
the people involved in the present pro- 
cedure. Cost of this computer will be 
about $200,000. 

While Raytheon’s Raydac is a scien- 
tific machine, they have been working 
quietly on a new addition which will 
be called the Raycom. Here again the 
accent has been on the sorting-search- 
ing problem and Raytheon people 
claim truly electronic speeds for this 
operation. In fact, they claim search- 
ing speeds of about a million items a 
minute. Similar to Underwood's prac- 
tice, Raytheon is also using their own 
and others’ accounting problems as a 
guide in building the Raycom. 

There are other miscellaneous elec- 
tronic developments of interest: 

1. Burroughs has developed and is 

testing a high-speed printer capable 

of printing 900 lines a minute of 48 

characters each. 

2. Potter Instrument Company has 

developed a “flying typewriter’’ cap- 

able of printing 300 lines a minute, 
also of 48 characters each, with fu- 
ture development expected to in- 
crease this to 600 lines per minute. 
3. Several companies are in the re- 
search stage of developing an elec- 
tronic scanner capable of converting 
source documents into material ac- 
ceptable to the computers. One 
company, the Intelligent Machines 

Research Corporation, has devel- 

oped an electronic scanner that un- 

der certain conditions will convert 
source documents into punch cards at 
the rate of 30 characters per second. 

4. Consolidated Engineering’s pho- 

toelectric tape reader inserts 500 








Fast, one-handed operation! 


One hand on the Slide-Guide moves 
it instantly to the desired wage. The 
combined deduction is read directly 
without computation. No adjust- 
ments are necessary. See it for 
yourself. 


New 
1954 
tax finder ‘ 


saves thousands of postings ! 


The accurate new Wage-Master a 
ONE-DEDUCTION Tax Finding Try it without risking a penny! 
Board... 








Ask your local stationer about the 


. P ‘ ‘ ‘ Wage-Master. If he does not have it, 
combines into a single figure both With- send for complete information. Or bet- 


holding Income Tax and F. I. C A. (Social ter still: let us send you a ONE- 
Security) taxes. You make only one deduc- DEDUCTION Tax Finding Board with 
tion . .. one entry. Tests with both small full instructiens. Test it in your own 
and large payrolls prove big savings in time office. if pou ee besahy 
satisfied, return ft within ten days and 
. .. and much greater accuracy than previous we will refund your 
methods. Available for weekly, bi-weekly, money in full. There is 
semi-monthly or monthly pay periods. TAXES no risk on your part. 
CHANGE ON JANUARY 1. Figure the new Please state pay period. 


taxes this new, faster and more accurate way. d 
637 South Plymouth Court 


GRAPHIC CALCULATOR CO. vicge's: itine 
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The morning mail brings a flock of letters. Some contain 
orders ...some, inquiries. Until they are opened and read, 
you can’t process the orders, nor give your salesmen the 
“ new leads. So, the morning minutes are precious. Don’t 
a waste them by the hand-slitting method of opening mail. 
A PB MailOpener saves valuable time . . . insures a quicker 
start on the day’s work. All models, hand or electric, are 
built to PB precision standards. Call your nearest PB office 
for a demonstration. Or send for free, illustrated booklet. 


PITNEY-BOWES, INC., 4520 Pacific St., Stamford, Conn. 
Originators of the postage meter, 93 offices in U.S. & Canada. 










FREE: Handy chart of Postal Rates for all classes 
of mail, with parcel post map and zone finder, 


PITNEY-BOWES 


MAILO)PENER 






LO 
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THESE FIRMS USE THE 
Scriptomatic. SYSTEM 
FASTER, MORE FLEXIBLE 


ADDRESSING AT LOWER COST 


A—OFFICIAL U. S. NAVY PHOTOGRAPH 

B —GRIT PUBLISHING CO. 

C—PARENTS’ MAGAZINE 

D—STATE FINANCE COMPANY 

E —WALTER FIELD COMPANY—MAIL ORDER 


F —THE HOOPER-HOLMES BUREAU, INC.— 
COMMERCIAL REPORTING 


The above users employ a total of twenty- 
two machines. Scriptomatic System eliminates 
stencil maintenance and storage . . . Your 
regular records or punch card system serves 
double duty as masters . Addressing at 
speeds up to6000 per hour . . . with flexibility 


of mechanical sorting. Wire, write or phone 





SCRIPTOMATIC, INC. 
300 North 1 Ith Street, Philadelphia 7, Pa. 
Tel.: WAlInut 2-4213 


(Circle 837 for more information) 
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decimal digits per second from per- 
forated tape into the computer, fill- 
ing the 4000-word memory in_ less 
than two minutes, 
Some other electronic developments 
of interest, although not in the com 
Reservisor being 


puter field, are the 


used by American Airlines and made 
by the Teleregister Corporation, a sub 
sidiary of Western Union, the Elec- 
tronics Facsimile Printer being used by 
several of the larger publishing com- 


panics. 


Present Machines are Improving 


As you can see, these developments 
point to definite advancements being 
made in equipment design favorable 
to the office and, no doubt, still more 
will be made when manufacturers are 
more fully aware of specific office re 
quirements. Another item of interest 
is the number of large office equipment 
manufacturers now in the electronic 
livelihood 


depends on selling equipment for the 


computing field. As then 


office to ease clerical problems, you can 
be sure they would not be risking thei 
capital if the future of electronics in 
the business office weren't fairly cer- 


tain. 


The insurance companies, with then 
mountains of papers and acres of files 
holding all the information about 
their business, are ripe prospects for 
electronics. ‘Their foremost interest 
lies in the possibility of doing all then 
file maintenance by electronics, a tre 
mendous job when you consider that 
the largest company in the field is 
faced with the maintenance of ove 
8,000,000 active life insurance policies. 
In addition to the file maintenance 
function, they are, of course, very in- 
terested in their premium billing and 
their complicated actuarial statistics, in 
addition to some of the accounting 
problems typical to all business. 

\ comprehensive merchandising and 
sales program is now under way at 
Mutual Life to put 
“modular” employee benefit plan. This 


over their new 


plan is specially tailored from. basic 
units to meet the needs of any size 


company. New electronic equipment 


With- 


out this high speed electronic calculat- 


is the basis of the whole effort. 


ing equipment Mutual Life would be 
unable to offer the plan at the low cost 
which puts them in a better competi- 
tive position than other companies of 
fering similar plans. ‘This equipment 
is also used fon preparation of then 
premium notices, pavrolls and actuat 


ial statistics. 


The iron and steel companies have 
progressed to the extent that one ol 
the large companies is working on a 
procedure which would include the 
use of small electronic equipment built 
around the use of paper tape and sub 
sequent automatic processing of data 
through the use of punch card equip 
ment, (the electronic 


hook-up of a Friden calculator with 


Computypers 


an electric typewriter) and improved 
calculators and bookkeeping machines 
which would permit more automatic 
processing of data in the functions in 


volved. 


In the automobile industry, one 
company has successfully applied the 
major problem of production schedul- 
Their 


entire production scheduling is_ pro 


ing to electronic equipment. 


duced daily for five months ahead, in- 
This 


job is produced in six hours, as against 


cluding provision for lead time. 


the 36 hours required under the previ- 


ous method. 


2 


In the chemical industry, Montsano 
produces its monthly balance sheet and 
elec- 


profit and loss statement with 


tronic equipment. They have other 
equipment on order which is intended 
primarily for the rapid production of 
their monthly cost statement to covet 
each one of the hundreds of products 


they make. 
ws 
a 
In the merchandising field, covering 


both mail order houses as well as the 





department stores, I understand that 
one of the largest department stores in 
the country has applied its inventory 
control problem to a test installation 
of electronic equipment, ‘The same 
type of application is being considered 
by one of the large mail order houses. 
Another mail order house has actually 
placed this function on Remington 
Rand’s new “Speed Tally” equipment. 


se 
wane 


A coal company is using electronic 
equipment on payroll, cost accounting, 
depletion records, taxes, royalties and 


for engineering problems. 


Several railroads have a number of 
applications on electronic equipment, 
including disbursements, commodity 
reports, freight and passenger account 
ing, car handling and repairs, rate and 
mileage distribution, materials and in 
ventory control, as well as many peri 


odical statistical reports on operations. 


a. 


Some of the largest utility companies 


A” 


VY 


are using electronic calculators for util- 
ity billing, as well as in accounting and 
statistical work. 

While I haven’t been able to cata 
logue all the industries, their com 
panies and their applications, we know 
of many more examples of the use ot 
electronics in our normal day-to-day 


accounting and statistical work. 


4 
ea 

In the oil industry, where I am on 
more familiar ground, I can report 
quite a bit of progress in adopting elec 
tronics to our work, although so fa 
this is being done on the smaller type 
of equipment. 

We have made good strides with sev- 
eral applications. While we are actu- 
ally producing a refinery payroll very 
quickly on the IBM 604, we have test- 
ed the same application on CPC equip 
ment with excellent further improve- 
On the 604, all the 


employees’ gross earnings and applic- 


ment indicated. 


methods 
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able deductions can be quickly estab- 
lished. In many _ instances, several 
types ol deductions may be calculated 
simultaneously with one passage of 
cards through the machine at the rate 
of 6,000 cards per hour. In the case 
of FICA deduction, the maximum 
amount of $3,600 is automatically con- 
trolled without the need of manual 
controls. Labor cost distribution as 
part ol payroll application is done rap- 
idly to permit job cost distributions on 
a daily basis where needed. In our 
tests on the newer equipment, with its 
vreater flexibility, we found it possible 
to simultaneously calculate — payroll 
data with one passage of cards through 
the machines. Gross earnings, deduc- 
tions based on earnings, net pay, and 
year-to-date earnings cards are easily 
processed. With a dual carriage on 
the printer unit we could also print 
the checks. In our test of this opera- 
tion, time required for all of the above 
steps amounted to about 15 seconds per 
employee! 

In the marketing part of the oil in- 
dustry, we have one example of ware- 
house control which involves a cen- 
tralized storing and distribution sys- 
tem involving tires, batteries, acces- 
ories and the various packaged prod- 
ucts sold by oil companies, including 
motor oils, industrial oils and greases 
in both cans and drums. Electronic 
computing in the example I referred to 
has been able to reduce clerical and 
warehouse operating costs, improve in- 
ventory control, reduce back orders 
and provide faster Customer service. 

One company in our industry, in its 
sales activities, processes tabulating 
cards covering its sales at bulk station 
level through the IBM 604, which 
verifies extension and addition of in- 
voices prepared by field personnel and 
takes into consideration established 
tolerances. In some geographical lo- 
cations, this company is also able to 
make price verification simultaneous 
with the other operations mentioned. 
Ihe speed of this operation allows for 
faster processing of sales invoices in the 
central ofhce, not only for necessary sta- 
tistics but in keeping accounts receiv- 
able postings on a current basis. 

Another application of stores ac- 
counting is greatly simplified because 
of rapid calculation. Maintenance of 
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Yes, indeed, whenever figures stop J 


are involved ... that’s the time l et 
for the new ADDO-X with the 
plus feature SML*. You'll ADDO.- 
marvel at its super smooth 
operation, simplicity and do 


accuracy. But that's not all. th 
o ., 


The exclusive STEP-O-MATIC 
LEVER makes the ADDO-X a 
calculator as well... when 
used for multipication. 

This .. . plus ADDO-X’s 
symmetric key board, “‘live’’ 
Repeat and Repeat/Subtract 
Key and error-proof design .. . 





ADDO-X puts your 
figures in order 





makes ADDO-X the most 
advanced adding machine on 


today’s market. 


Write for new, illustrated 
folder and full details 


+ STEP-O.MATIC ADDO macuine co, Inc. 


MULTIPLIER LEVER 145 WEST 57th STREET, NEW YORK 19, N.Y. CIRCLE 5-6940 


Exclusive U.S. Distributors; Addo-X Adding Machines 
Multo Calculators —Roneo Mimeo Machines 
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he Another great STURGIS achievement: 
I Steel office chairs that are 
| 


t{-¢------- self-leveling ------ 
Lge on uneven floors 


thanks to this amazing 


ry 
A) 
MUN 
i ed Wid) 
“No matter how uneven the floor, the remarkable 





t) 





flexing characteristics of this fiber glass base 

are such that your weight keeps all four casters 
‘firmly on the floor. This is one of several amazing 
features of this new base. Its durability is almost 
——eee—T nbelievable. No amount of office abuse will 
dent, deform or disfigure it. All the maintenance 


it will ever need is a wipe with a cloth. 


Your Sturgis dealer is now showing both 
executive and stenographic chairs with fiber 
glass bases. What’s more, these chairs may be 
selected with the visible steel parts finished in 
STURLON®, the extraordinary new finish which 
has 10 to 20 times the abrasion resistance of 
other finishes, is warm to the touch and is 


non-corrosive. You can’t beat that combination! 


POSTURE CHAIRS 








No refinishing—ever! 


Let the janitor drop a chair or | 


Noiseless! 


Cures ‘‘foot-trouble”’ 


Office workers are prone to in- 
flict scars and scuffs on chair 
bases. But a fiber glass base is 
a sure cure for this sort of 
“foot trouble’. 


Smart, beautiful patterns 


The sound deadening charac- The glass fiber formations 
teristic of fiber glass insures produce a pattern of distinc- 
virtually noiseless movement tive beauty—introducing a 
of the chair, even on rough brand new decorative note 
and uneven floors. into office chairs. 


bang one against another— 
nothing will disfigure or dent 
or deform this fiber glass base 

and a wipe with a cloth will 
always make it look like new. 





THE STURGIS POSTURE CHAIR COMPANY + STURGIS, MICHIGAN 


For complete information and the name of your nearest dealer, Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Illinois 
(Circle 840 for more information) 





up-to-date inventory valuations and 
prices for thousands of items, as well 
as better inventory control, is achieved 
through this system. 


A Typical Complex Application 


One of the most complex functions 
in the oil industry has involved the ac- 
counting for crude oil pumped out of 
the ground, its valuation and payment 
of royalties to the many people who 
have interest in oil wells. We are very 
successful in applying this function to 
electronic computers to improve an 
existing punch card procedure. Briefly, 
in one office involving 1,700 leases and 
about 17,000 transactions each month, 
there are about 42,000 divisions of in- 
terest among about 6,000 royalty inter- 
est owners. We must determine how 
much oil came up from that hole in 
the ground and what it was worth, so 
that the royalty owners get paid cor- 
Where it took 
several full-time clerks to perform this 


rectly and promptly. 


work under the old system, we now 
perform all of the calculations neces- 
sary in two hours each week resulting 
in a very attractive over-all saving, 

We have several plans in mind in 
our company for the extension of ap- 
plications to computer equipment on 
a gradual basis. For example, we have 
several 604’s on order for a number of 
offices and, in one case, will replace the 
present 604 installation with CPC 
equipment next spring to go even fur- 
ther in our development work. Just 
part-time use of this CPC unit on tech- 
nical problems will pay its way while 
we test and apply some of our day-to- 
day accounting work to the equipment. 
Obviously, I cannot stress too highly 
the value of such an arrangement to 
you, if you have similar possibilities in 
your business. 


Since originally writing this paper, 
an additional development occurred 
which should be considered: RCA, 
an important company in the com- 
puter manufacturing field, just re- 
ported on a study of the possibilities 
of using electronic equipment in 
customer billing, accounting, pay- 
roll, accounts payable and_ stores 
accounting at the Rochester Gas and 
Electric Corporation which has 
185,000 customers. Results of the 
study indicated annual potential sav- 


ings of $489,000. : 


methods 
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Tvs the new Morris miracle SAFE-T-SET with 
the exclusive safety feature. Tip it...tilt it...curn it 
upside down. Won't spill. Won't leak. It’s Puddle- 
Proof! The Morris SAFE-T-SET belongs on 
every office desk. Saves soiled clothing, spoiled 
tempers. Handsome modern design in your color 
and the pen with a point in your favor, a Morris 
hard-tip point. Will hold full two-ounce ink sup- 
ply and built with office rough treatment in mind. 
The new Morris puddle-proof SAFE-T-SET is 
manufactured by the foremost name in the field 
of matched desk top equipment. Your stationer 
can supply you See him today. 


BERT M. (Morris Co. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd., 


Montreal, Quebec 
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Internal Revenue eases regulations: 


MORE TAX FORMS now 


eligible for reproduction 





The Government, apparently 
aware that any decrease in paper work is a 
valuable aid to businessmen, has adjusted some 
of its Internal Revenue rulings to facilitate tax 
return filing. 

Certain reproduction methods in the prepara- 
tion of tax returns are now approved. The 
Treasury Department has co-operated with copy 
equipment manufacturers in several ways: they 
have changed the colors of inks and papers in 
order to make more tax return forms eligible 
for reproduction and have approved the use of 
sets of single sheets, printed on one side, for tax 
returns. 

Reproductions must meet certain conditions: 
they must be facsimiles of the complete official 
form, reproduced same size by a photographic 
process, on paper with the same general color, 
weight, texture and quality as the official form 
and ink of the same color. 


Old Method Wastes Labor 


If an approved reproduction system is not 
used, every report submitted must be recopied 
by typing while trying to secure registered, clear 
carbon copies in sufficient quantity for all neces- 
sary records. Tax forms are spaced so tightly 
that proper alignment during typing is almost 
impossible when carbons are used. Any error 
by the typist means time-consuming and difficult 
multi-page corrections. 

Writing a tax form in ink, even with a ball 
point, limits the number of copies you can make 
and corrections and erasures are difficult. It is 
generally so difficult to work in ink that a pencil 
copy is first made, edited and then recopied and 
rechecked in ink. Such procedures are very 
seldom used because they are tiring and ex- 
pensive. 

One manufacturer has created an entire line 
of translucent tax forms which can be used as 
masters. These are printed front and back to 
give maximum quality reproduction. Forms for 
supplemental reports (Schedules of Profit and 
Loss, Depreciation, Capital Gains, etc.) are also 
available. One set of masters can be used to 
run as many copies as are required. 

For a copy of the Internal Revenue ruling and 
a sample master form, Circle number 883 on the 
Reader Service Card. 
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She's in love... » 
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“@eeuse?” 


WITH A DUPLICATOR 


Yes, Mr. Office Manager, she can’t help 
but love the RONEO . .. it’s so easy, so fast 
and oh, so simple to operate. No more 
messy, ink-stained hands, time-consuming 
adjustments and frayed tempers. 


She just loves Roneo’s 25 Second Color 
Change . . . RONEO’s Automatic Inking . . . 
and RONEO’S Automatic Counter and Shut- 
Off. What a convenience and time saver! 


And you'll love Roneo’s economical, clock- 
like operation . . . its amazing versatility! 
Here’s o duplicator that can actually 
reproduce everything ... letters, signatures, 
drawings, illustrations and even high 
quality halftones (photographs) in black 
and white or color. Here’s a duplicator 
that will really let you add color 
and sparkle to your sales 
letters, bulletins, house organs 
and catalog pages. 







In fact here’s the one dupli- 
cator that offers you 
the nearest thing to 
printing at far below 
average mimeograph 
costs! Try and not love that. 


SO ... why not see in action, 


right in your own office. Demonstrations 
gladly arranged. 


Be sure and send for your copy of Roneo’s amazing 
folder “Mimeographing Without Stencil Cutting” 


DDO 





(Circle 804 for more information) 











Multiplication 


PROBLEMS? 


ce 





If your records are 
multiplying rapidly—if space 
and time savings are 
important to you, you need— 


Filmsort 


Filmsort makes microfilm practical 
by individualizing it. Microfilmed 
records filed in Filmsort Aperture 
or Jacket cards are accessible, com- 
pact, easy to use. 

There’s a Filmsort microfilm 
reader for every purpose —the port- 
able, desk-top Inspector —the com- 
bination viewer-enlarger, the 
Reviewer—and the Surveyor, with 
giant 24 x 36” screen. 

The combination of Filmsort 
cards and viewers will answer your 
multiplication problem. 

Write today for details. 


“IT’S IN THE CARDS” 


FILMSORT 


INC. 
PEARL: RIVER 
NEW YORK, N. Y. 










FILMSORT: Dept. M | 
Pearl River, N. Y. | 

| Send me, without obligation, full in- 
| formation on how FILMSORT can | 
help me solve my filing problems: | 


PERPEM cece ee se western enrccdeeeecesecsses | 
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to simplify paper work 
on Quality Controls 


ONE FORM PROVIDES COPIES FOR ALL OPERATING DEPARTMENTS 


es Pere is an cxample ol 
increasing the eflectiveness of a qual- 
ity control procedure, and at the same 
time reducing the amount of pape 
work and writing to be done. 

Forms (made up in pads of 50) 


are used by the Inspection Depart- 
ment of a large automotive parts manu- 
facturer in their quality control pro- 
gram. This form replaced three separate 
forms which were copied one from an- 
other, and were not designed to give 
all the pertinent information desired. 
Now with the new form, the complete 
story is on one copy and gives more 
detail. 

The pads of forms are placed in 
eight locations throughout the depart- 
ments. When defective material is re- 
vealed through the regular inspection 
procedure, one of these four-part forms 
is written by the inspector and distrib- 
uted as follows: 

Copies 1, 2 and 3 are forwarded to 
the Inspection Superintendent of the 
Fabricating Department. He indi- 
cates the cause of the defects and notes 
this on all three copies. 

Copy | is then removed and sent to 
the Quality Standards Office and in 
turn to the Accounting Department. 
The Accounting Department notes the 
charges on Copy | and returns it to the 
Quality Standards Office. 

Copies 2 and 3 have the corrective 
action to be taken noted on them. 
Then Copy 2 is forwarded to the de- 
partment to do the corrective work. 

Copy 3 is held by the Quality Stand- 
ards Manager. 


Copy 4 remains with the defective 

















| IND 974 REV , 
DEFECTIVE MATERIAL REPORT No. 1 06 0) 1 
PART NO DESCRIPTION QUANTITY | IN DEPT 
| 
SAMPLE SIZE DEFECTIVES IN SAMPLE LAST OPERATION 
DEFECT 
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PRIMARY RESPONSIBILITY 


SECONDARY RESPONSIBILITY 


























The form consists of four color coded carbon-interleaved copies pre-printed for 
Accounting, Corrective Action, Quality Standards and Remains With Material. 





material from the time it is written. 

When the corrective action is com- 
pleted, Copy 2 is posted and returned 
to the Inspection Superintendent's of- 
fice. The information on Copy 2 is 
posted to Copy 3. Copy 3 is forwarded 
to the Quality Standards Office and 
Copy 2 is retained in a permanent file. 

With one form, a complete record 


for Quality Standards is created that 
covers the operator, operation, job 
costs and other data which helps in the 
control of quality. From this record 
Quality Standards can give a report oi 
production showing relation of detec- 
tive work and its causes. A file in the 
Superintendent’s office is available to 
the department for review. m/m 
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starters 


Thought Starters come from our readers, for the most part. Each one deals with a 
“practical solution to a management problem.” The Editor invites contributions—which 


are paid for at our normal space rates. 
lA 
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Color coding speeds state- 
ment reviews, reduces errors 








William Jay, Office Manager 
$ Susquehanna Waist Company 
IDEA Upland, Pennsylvania 





The practical application of color as 
adapted to our bookkeeping system has 
been of appreciable value to our sys- 
tem since its adoption. 

Inasmuch as experience proved to us 
that it was not necessary to mail out 
statements monthly, it is still necessary, 
however, to review each statement at 
the end of the month for discrepancies, 
past dues, as well as for trial balance 
include 
transactions up to and including the 
24th of the month only. 

Our present system calls for the use 
of a different color ribbon with black, 


purposes. Our — statements 


green and navy blue ribbons being 
alternated successively. In the process- 
ing of statements, our trial balance 
clerks can tell at a glance whether a 
statement reflects a past due account, 
merely by an examination of the ap- 
propriate color of the month. There- 
fore, in an examination of a particular 
statement which reflects August and 
September postings we know that if the 
September items are printed in black 
ink, that if there is an item still open 
in green or in blue, that item is past 
due. 

This application of color posting has 
likewise helped us from time to time 
when postings are effected above the 
line of the current posting position. 
This is a very serious type of error and 
an extremely difficult one to find. 
However, by this color psychology, we 
have been able to reduce the time in 
looking for errors of this nature. 


(next page, please) 
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22 West 24th Street 


OUR TERMS ARE 8/10 E.0.M. 





SUSQUEHANNA WAIST COMPANY 


PANCOSMOS FASHIONS, INC. 


New York 10, New York 


Please detech and return this stub with remittence. Your check is receipt. 


SUSQUEHANNA WAIST COMPANY 
THIS STATEMENT INCLUDES TRANSACTIONS UP TO AND INCLUDING THE 24TH OF THE MONTH ONLY. 


NO DISCOUNT ALLOWED ON PARCEL POST OR FREIGHT CHARGES 


> 


UPLAND, PA. 
CHester 4-4241 


mn os of. w 
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DATE FOLIO MEMO. CHARGES | CREDITS \ BALANCE 
JUN 19°53 24,743 45.92 | | 71.95 
JUL 13S ane | ed —E95- | Shse 9 
AUG meth 4232, 369 a ome 91.49 , | 49 
SEP AACS ae — 
SEP 15°53 25,106 | 144.57 | | 144.57 
OCT 1'53 NBT Ne. 103.71 AN me ow 98.28 
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\ [| thought lwas a 
Tough Customer 








I took envelopes 
for granted. 


I’ve addressed, filled and sealed 
thousands of them, and slit open 
thousands more. But I thought one 
was pretty much like another until 
I read “WHAT'S IN IT FOR ME?”, 
Fascinating! — I couldn’t put it 
down. And what I learned about 
envelope quality! 


| was looking for 
“the best for the money.” 


But envelopes were a headache to 
me, until I read this interesting 
book. It’s taken the guesswork out 
of envelope buying to know 
“WHAT'S IN IT FOR ME?”. There’s 
real meat in this book for buyers 
— and it reads like a novel! 


My customers were tough, 
so | had to be. 


I knew — but it was tough to prove 
— that one envelope was really bet- 
ter than another and made for true 
economy. Now I’ve got proof — 
and in a book anybody would enjoy 
reading. I know / did! 


Your copy is FREE. 


If you buy, sell, print or use 
envelopes, you'll find this book 
both interesting and valuable. 
Ask your envelope supplier for 
your free copy. 


4% UNITED STATES 
if, li? ENVELOPE COMPANY 
Divisions from Coast to Coast 


General Offices: Springfield 2, Mass. 
E-2P-A3 


(Circle 843 for more. information) 








eeunee 


Here’s a specially designed bind- 
er that will hold 12 issues of 
Management METHODS with- 
out crowding. Looseleaf, pages 
open flat, with no part of the gut- 
ter of a page hidden from view. 
The maroon, leather-like hard cov- 
er allows volumes to be stored “on 





end” in your bookcase 





Binders for Management METHODS 


Single binder price 
is $3.95, postpaid. Or, 
if you have back is- 
sues on hand, save a 
dollar by ordering 
two for only $6.95, 
postpaid. 

Check or money 
order must accompany 


S. Z 7 your order to: 
v2 4 STAT'IONERS, INC. 


141 East 44th St., New York 17, N. Y. 
































See How OZALID Copies 
Speed Order Handling! 








Ozalid copies are slashing costs by elimi- 
nating retyping proofreading 

costly errors! The efficient, desk-top 
Ozamatic machine makes direct copies of 
order forms, letters, invoices, charts or 
practically anything typed, written or 
drawn on ordinary translucent paper. 
Your first copy is ready in seconds—clean, 
dry and read y-to-use—or up to 1,000 copies 


in an hour at a cost of 1! 2¢ each! 








Ozalid Copies of Original Handwritten Order 
Speed Up Work in All These Places! 


Stock Room for filling 
orders for shipment. 





Inventory Control 
Department, for an 
up to date record. 





Accounting Department, 
for accounts 
receivable files. 





Cut Copying 
Costs ...use 





Customers, in acknowl- 
edgment of orders. 





Shipping Department, 
for packing slips 
and labels. 











Billing Department, 
for customer invoices. 


Sales Department, 
for record of sale. 


Johnson City, N. Y. A Divisicn of General Aniline & Film Corporation. 


“From Research to Reality.”” Ozalid in Canada— Hughes Owens Ltd., Montreal. 
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Send coupon for full details, or call the 

Ozalid distributor listed in the classified pages 

of your directory under Duplicating 
Equipment and Supplies. 

e— 
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OZALID, Dep, 
jh Aniline « iin 

Son City, N. Y. m Corp, 


MM. 13 


Gen 
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For the benefit of those accounts who 
requested statements to be mailed to 
them monthly, we have likewise used a 
light gray statement whereas our regu- 
lar accounts, who do not receive state- 
ments, reflect postings on the usual 
white statement. In addition we are 
able to flag past due accounts by use 
of a separate color statement, that 
color being a very pale pink. 

We further found that on the typing 
of our deposit, if we were to use a dif- 
ferent color cash receipt posting media 
for each day of the week, cash recon- 
cilements as well as posting procedures 


were speeded up. 
\! AL. 


SJ FINANCIAL \ thew @Patarton_ 


Bank eliminates check writing 
for freight carriers and shippers 





A new bank service eliminates the 
need for writing checks in payment of 
freight bills and should save carriers 
and shippers thousands of dollars in 
overhead costs annually, according to 
Howard S. Starks, Vice President of the 
Citizens & Southern National Bank, 
Atlanta, Georgia. 

Whenever a business that is a mem- 
ber of the “Freight Payment Plan” 
sends out prepaid freight or receives a 
collect shipment, it stamps the bill of 
lading or freight bill with a special 
stamp. The carrier “deposits” the 
stamped freight bill to his special 
freight account just like he would a 
regular check. The bank then trans- 
fers funds to pay the bill from the 
shipper’s to the carrier’s account. 
Through this procedure, shippers elimi- 
vate all check writing and signing, re- 
duce errors in freight accounts and 
simplify their accounting procedure. 

Developed by the bank in coopera- 
tion with Atlanta motor freight car- 
riers, the plan will later be extended 
to railroads and airlines. Carriers pay 
the entire cost of operation amounting 
to five cents for each freight bill or bill 
of lading handled by the bank. For the 
carrier, prime advantages are faster 
collection of bills, elimination of red 
tape, reduction of credit risks and a 
reduction in operating capital. 

For more information, Circle num- 
ber 900 on the Reader Service Card. 
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Making multiple copies 
from calculating machines 


Often multiple copies are needed of 
computations made on printing cal- 
culators. To copy the actual calcula- 
tions is a tedious task and paves the 
way for copying errors. There’s a sim- 
pler, more accurate, and much faster 
way. 

Instead of the usual paper roll, a 
hectograph master (usually pre-printed 
with an applicable form) is inserted in 
a wide-carriage calculator. As the print- 
ing the 
master is automatically prepared, ready 


bars record calculations the 


for running off on a spirit duplicator 


to make many additional accurate 
copies in a matter of minutes. Where 
offset duplicating equipment is avail- 
able the same procedure is followed, 
except that an used 


instead of the regular one and an off- 


offset ribbon is 


set plate receives the printed figures 
instead of the paper roll. The offset 
plate is run on the duplicating ma- 
chine for as many copies as needed. 


btu 


S SAFETY \ thet GD ateston 


Supervisory instruction includes 
use of automatic respirator 








strate the correct use of the automatic 
respirator to revive ac- 
cidental asphyxia and for the emer- 


victims of 


gency treatment of respiratory ills. 
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Post-printing forms after 
punched card entries 


R. E. Saye 
$ Purchasing Agent 
Mississippi State College 
e478 State College, Miss. 


Modern 
machines using continuous forms cre- 
ate many new problems in printing. 
Several weeks are usually required to 
get a new continuous form printed. In 
addition, the cost is quite high if only 
a few hundred copies are needed. 

Post-printing of forms by offset has 
solved this Mississippi 
State College. Entries are made by the 
punched card accounting machines on 
regular blank stock forms. ‘Then these 
continuous are | ig 
sheets, and all headings, printed infor- 


punched card accounting 


problem at 


forms torn into 
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MISSISSIPPI STATE COLLEGE 


Interdepartmental Transfer Invoice 
TELEPHONE EXCHANGE 
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This invoice i# for one month im advance 
from above date 








AMOUNT 
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m Gives customers up-to-the-minute information 
£ £9 pilin, Pedy Pi S55 2 ; | 
fel ee Fa Increased sales 
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= Cut billing time one-third 





Reduced clerical costs 15% 





FPereerr) 


Helping to make every supervisor 
an expert in safety and first aid is good 
The 
North Carolina, plant of the Textiles 
the Tire 
Rubber Company recently added a 
portable artificial respiration unit to 
their safety equipment. 


management policy. Gastonia, 


Division of Firestone and 
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have e question regarding any of Use items listed above, please 
ing the charge 


























If the amount ie not correct or if you 
take it up with the department mak 
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CERTIFIED CORRECT 
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Under the direction of the plant 
physician and the plant safety director, mation and lines are lithographed over 


instituted to demon- 


a program 


was the entries made by the accounting ma- 
chines. 
Inexpensive paper mats, _ plastic 
plates or zinc plates can be used to 
lithograph the forms after the entries 
have been made. Revisions can be 
made or new forms designed without 
the loss of thousands of pre-printed 
forms. Printed continuous forms can 
be ordered after you are sure your form 


is satisfactory and you know you can 





use a large quantity of them. 
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Wherever paper work requires more 
than one legible copy, a Colitho Busi- 
ness System can be used to speed the op- 
eration, eliminate transcription errors, 
and cut clerical costs. Colitho paper 
offset duplicating plates, plain or pre- 
printed, can be incorporated in single, 
multiple part, flat pack or roll forms. 
Colitho Business Systems provide for 
variables and blockouts, deletions or 
additions. Partial information can be 
added at any time. All business paper 
work lends itself to simplification 
through a Colitho System. * 


Regardless of the kind of business you 
are in, Colitho Systems offer time and 


Please send information. 
Our duplicating equipment is: 


Name 


Offset [] 


money savings in purchasing, manufac- 
turing, distributing, selling, billing and 
accounting. For more information, 
mail the coupon attached to your busi- 
ness letterhead. 
*Where spirit duplicating equipment is 
used, the same results can be obtained 
with a Columbia Ready-Master System. 


Colitho Division 
Co-tumBiA Rippon & CARBON Mra. Co., Inc. 


OFFSET DUPLICATING 


—_— | LS A ee 


Colitho Division, COLUMBIA RIBBON & CARBON Mba. Co., Inc. 
1112 Herb Hill Rd., Glen Cove, New York 


Spirit 








Company 
Address 





Zone State 
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Jboor space to 
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SPACE-SAVING El-Units put the worker within 
the angle formed by the Art Metal use of the “L” 
principle. Floor area per work station is reduced as 
much as 334% —and there’s no ‘‘erowded”’ feeling! 


WORK-SAVING. Output shoots up because El-Units 
put more working space within arm’s reach. Fatigue is 
reduced ... work material and equipment are reached 
with only half the movement used in 2-unit layouts. 


MODULAR-FLEXIBLE. Complete equipment to fit 
varying work conditions. Seven different work tops. 
Six cabinet units ; accessories; Fold-O-Way Typewriter 
Units. Right or left hand layouts. With or without 
partition panels. 


Get this pamphlet 





Shows many unit combinations 
and office layout suggestions. 
From your local Art Metal 
representative, or Art Metal 
Construction Company, 
Jamestown 25, N.Y. 


(Circle 809 for 
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For separate offices with steel 
and glass partition panels ~ 





























7 
ae For production desk 
° BS areas in multiple 
I arrangements 
20 < 


@ Art Metal El-Units are a revelation 
in space economy and work efficiency, attained through the 


functional application of modular principles. Here are combined 


all the advantages of fine metal office furniture, compactness, 


freedom of arrangement, and the beneficial effect on staff morale 


resulting from modern, convenient working facilities. 


65 years of 
origination and 
leadership in 
metal office 


Ll 
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Noise, efficiency and produe- 
tivity: “As offices became more and 





more mechanized, noise became an in 
creasing factor and its effect on pro 
duction and efficiency was studied. 
Perhaps the classic of all of these re 
search programs was that conducted 
by the Aetna Life Insurance Com 
pany. Caretul production and error 
records were kept for one year in 
three departments. Then the ceil 
ings were acoustically treated, reduc 
Records 
were kept for a second year. At the 


ing the noise level 141° 


end of this time the acoustical ceil 
ings were nullified by covering the 
rock sheeting and for a third year i 
errors and production were studied 
The final results were dramatic and 
conclusive. Efficiency increased 8.8°;. 
l'ypists reduced errors 29°, and ma 
chine operators 52°%. Side benefits 
of considerable importance were a 
17°), drop in employee turnover and 


or 
a 3/14‘ 


6° reduction in absences.” 
Milton H. Anderson, W. A. Alex- 
ander & Company and Member, 


OMA of Chicago. 





Office worker needs 1/3 ton of 

ice daily: Air conditioning the aver- 

age office is like giving every person 

in it a third of a ton of ice each day 

to keep him comfortable, according to 4 
FE. I. DuPont de Nemours & Co. This 
figure is arrived at by allowing 110 
square feet of floor area per person 
and estimating the average amount 
of body heat generated by an office 
worker, plus the amount of heat z 
given off by a lighting load of 2.5 
watts per square foot of floor space. 
(Condensed from Heating, Piping & 


Air Conditioning, July, 1953.) 
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men and machines 
dowt work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community factors like 
traffic control, and ade- 
quate lighting, and proper 
communications —and 
even creature comforts— 


are properly integrated.” 


“integrated office 
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by Norman L. Hope 


Wellington Sears Company 


HOW ONE FIRM ANSWERED THE QUESTION: 


Should we remodel or move? 


Editor's Note: The building boom in New 
York City has made it relatively easy for 
businessmen to resolve their space prob- 
lems by moving into modern quarters. 
Elsewhere in the nation the answer is not 
so clear-cut. Nor is a move always de- 
sirable even when better space is avail- 
able. This case history report details how 
one company remodeled and modernized 
its headquarters with minimum interfer- 
ence to its operating departments. 


ms Phe Wellington Sears 
Company occupies a building in lower 
Manhattan’s textile district. Built in 
1872, it had been remodeled in 1927 
when the firm took occupancy. As the 
company — the wholly-owned | selling 
agent for West Point Manufacturing 
Company — grew, the problem of ob- 
solete and inadequate facilities slowed 
operations. 

While management recognized the 
need for a change, action was ham- 
pered by their desire to remain in the 
same neighborhood. The Manhattan 
area in which they are located has 
traditionally been the market place for 
basic fabrics. Many mills maintain sales 
offices and showrooms in the area, and 
the “trade” finds it convenient to do 
its buying in one central location. 
With this in mind, management de- 
cided to “stay put.” 


Business as Usual During Remodeling 

Remodeling always creates the prob- 
lem of how to carry on business opera- 
tions while work is in process.  Be- 
cause the Wellington Sears job  in- 
volved a five-story building, an un- 
usual plan was used to permit normal 
business to continue during alterations. 
Rental space of 4,000 square feet was 
taken in a nearby building, and a ro 


tating schedule (chart, page 25) of oc- 





Additional selling area was gained by converting a portion of the base- 
meni into usable space and connecting it to the main floor by a stairway. 
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... a carefully planned 
grouping of handsome, modern 
office furniture . . . styled to 
lend beauty and luxury to your 
office without the sacrifice 
of efficiency. See your 


Imperial dealer or write 
for particulars. 


IMPERIAL DESK COMPANY 





Evansville 7, Indiana 


(Circle 822 for more information) 
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There are only four private offices in the headquarters building. These were relocated on one floor. 





Translucent glass wall admits light but retains 


privacy. Executive suites of the President and Chairman of the Board have an adjoining conference room. A separate Directors’ room is set aside on 
another floor fer Board meetings. This keeps the conference room free for consultations, meetings and similar staff functions. 


cupancy was worked out. Second floor 
personnel and equipment were shifted 
to this space and street-level operations 
were moved up one floor. This permit- 
ted the contractor’s workmen to oper- 
ate freely on the first floor and_base- 
ment, where the heaviest work had to 
be done. 

Construction on the other floors was 
carried out vertically, straight up 
through all six floors in sections called 
“construction columns.” Each ‘“‘col- 
umn” was about 1/3 of a floor and ex- 
tended from the first to the sixth floor. 
Besides being most efficient for the con- 
tractor, this method avoided the pas- 
sage of building materials through oc- 
cupied areas in other parts of the 
building. 

Occupants and furnishings of the de- 
partments which had been removed to 
the rented space moved back into their 
refurbished quarters when all construc- 
tion work had been completed. 

The cost break-down for moving 
into the adjoining building was: 


Total moving cost, two 


ways $2,000 
Rent, seven months at 
$1,000 per month 7.000 


Preparation of space tol 


occupancy (paint, 


flooring, electrical) 3.000 
TOTAL PROJEC] 
COSTS $12,000 


Four-fifths of the organization re- 
mained within the main building dur- 
ing construction and temporary moves 
were made until each area was com- 
pleted. In all, twenty different internal 
shifts were required at a cost of about 
$3,500, which was in addition to the 
costs tabulated above. 


Objectives in Remodeling 
When a contract was signed with 
Beeston - Scott - Patterson, interior de- 
signers, Wellington Sears’ management 
presented three basic objectives: 
1. The creation of additional selling 
space 


2. The re-alignment and _ re-location 
of departments to accommodate a 
higher volume of business 

3. Provision for more cheerful and 
comfortable surroundings _ fo 

both employees and customers. 
A total of one-half million dollars 
was budgeted for the work, 90°% otf 
which went for interior changes. Ex- 
terior alterations were held to a mini- 
mum —the stone surface was steam- 
cleaned and the entrance was moved. 


Comfort of Employees 


On the third floor, centrally located 
for easy access, are the women’s lounge 
and kitchen, employees’ lunchroom, 
and a sick bay. The lunchroom can 
serve more than 50 people at one time. 
There are only 225 employees in these 
offices and the company does not serve 
meals. However, since the neighbor- 
hood has few moderate priced restau- 
rants catering to women, it was neces- 
sary to make provision for “eating in.” 


ntinued on page 26) 
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Aisle area was increased by installing self-contained cabinet-desk units to replace the assortment 
of desks, tables and file stacks previously used. The new unit is L-shaped, and incorporates all the 
work-surfaces and facilities required by sales people. Its components are a conference-demonstration 
table supported at one end by a drawer-cakinet containing file drawers, a built-in waste basket, 
luggage locker, a recess for a dictating machine or typewriter and a book-case. Two companion 
chairs accompany each unit. Department heads have an expanded versicn of the same unit. 





CONSTRUCTION SCHEDULE FOR WELLINGTON SEARS CO., INC. 
UNIT DESCRIPTION JAN. FEB. MARCH APRIL MAY JUNE 


Martex sales area— 
Ist fl. sales area— 
entry — 


1A South section 
5th, 4th & 3rd floors | 
Main—5th, 4th & 


1B 3rd floors— | SOS 


Fairfax & Synthetics 
sales area. 








North section 
2A 5th, 4th & 3rd floors 


3 2nd floor 














Estimated occupancy period 
for rented space 
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“Better Seating Took the 
Fatigue Out of Conferences 
__.. in Our Offices” 
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Says LOEW'S, INCORPORATED 












MODEL 20-LA 
COSCO CONFERENCE 
SPECIAL SIDE CHAIR 


Designed by Seating Engineers 
to Reduce Fatigue— 
Increase Efficiency 





Like all Cosco office chairs, this 
handsome, posture-right COSCO 
Conference Special is engineered 


to give superlative comfort...to 
sustain alertness. An ideal chair for 
reception room, conference room, 
or private office. With sturdy, all- 
steel construction, foam-rubber- 
cushioned, saddle-shaped seat. 
Tufflex-padded contour backrest, 
with DuPont ‘‘Fabrilite’’ or 
Goodall “Claremont” upholstery, 








here is a chair that is practically 


*$28.50 in Florida, Texe and 11 western states 
(Zone 2) indestructible. Its extended legs 
revent wall-marring. Frame is 
Left: Model 18-TA =x P 7 
The COSCO Ex- \, i) finished in Bonderized baked-on 


ecutive. $47.50 
($49.50 in Zone 2) 


Right: Model 15-F 
Secretarial. $29.95 


fe 
($31.00 in Zone 2) & 


al 
Y 
Other models also $ 


available 


enamel. Choice of colors. For full 
2 details, mail coupon today. 





BETTER SEATING means BETTER WORK 


HAMILTON MANUFACTURING 

















CORPORATION :- Please attach coupon to your letterhead i 
COLUMBUS, INDIANA § GREED Oftice Chairs i 
1 Hamilton Manufacturing Corporation ' 
Also available in Canada, Alaska and Hawaii : Dept. MM-12, Columbus, Indiana : 
through authorized COSCO dealers 1 Yes, I should like to have your data on better ' 
j  olt.ce seating. I am especially interested in t 
’ ' 0 Secretarial Chairs CD Executive Chairs ; 
LOSCD = 
' t 
; ‘ Py Firm Es = isaaiiaies 
‘Giteice 
4 By—— — — 1 
i i 
t Address_ iieinedinn netinetieds wala 1 
a I 
» ce one State wr 1 
Ds cen can ens eb eer tents Geni ies Naa oe ale ieadinbeeteue aod 
(Circle 803 for more information) 



















ENGINEERED WAYS TO BETTER BUSINESS 


FOR A 


NEW 
ANGLE 


ON OFFICE [i _ 


* 


EFFICIENCY ag 


ea 


TEGHNIPLAN 


WORKING PRIVACY, comfort and 
top efficiency, despite space limi- 
tations, are daily contributions of 
steel TECHNIPLAN to office op- 


erations of all sizes and kinds. 


INTERCHANGEABLE components pro- 
vide custom-fitted job facilities for 
every kind of office work with un- 


FREE STANDING 
PARTITIONS 


limited flexibility for rearrangement 


—and with partitions if desired. FOR PRIVATE OFFICES... 


EXECUTIVE SUITES 


Standard interlocking steel partitions in 
2 heights; steel or glass (clear or dec- 
orative) panels, are anchored to the floor 
to form any desired space enclosure; 
readily rearranged at will. 


NEAR YOU are TECHNIPLAN in- Complete TECHNI- 


stallations you can inspect; ask PLAN catalog sent 
free on request; 


: és ‘ lease use letter- 
fied phone book under Office ae pred 


REALIZED are maximum space uti- 
lization, better worker morale, or- 
derliness, and highly attractive 
appearance. 


your G/W Dealer, listed in classi- 


Dept. 12-M 


Equipment.” 












Engineering Specialists in 
Office Equipment, Systems 
and Visible Records 


(Cirele 802 for more information) 


Cincinnati 12, Ohio 
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Major alterations included a suspended fire 
retarding acoustic ceiling, recessed fluor- 
escent lighting to provide 40 foot-candles 
of illumination at work stations and new 
flooring of rubber tile or carpeting. 





BEFORE and AFTER: The entrance no longer 
opens directly onto the main selling floor. 
Now it is located next to the elevator and 
stairs which serve the building. A reception- 
ist receives all callers and directs them to 
the right department. 


The area is devoted mainly to truck- 
ing, warehousing and loft buildings, 
and many women employees prefer to 
bring lunch from home. A matron is 
in attendance to make coffee and wash 
dishes. 

All lavatories and restrooms were 
remodeled to make them completely 


up-to-date, 


Full Building Air Conditioning 


Air conditioning was ordered for the 
entire structure after a survey showed 
that cooling costs would be compara- 
tively low. The added comfort for cus- 
tomers and employees in an area which 
generally lacked air conditioned build 
ings was an additional factor in the de 
cision to air condition. 

Previous to the installation, Welling- 
ton Sears purchased steam for heating 


their buildings. No boiler was needed 


methods 
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The Martex towel showroom has six selling alcoves, separated by sound-deadening panels for privacy. 
A quiet, monochromatic color scheme ir the display area keeos the color emphasis on the merchan- 
dise being displayed with fluorescent lights supplying "daylight" atmosphere. 


for steam generation, and a stationary 
engineer was never hired. ‘The cost of 
piped-in steam was about 53000 yearly; 
approximately 5300 more was spent fon 
eas consumed in a water heater. 

Air conditioning is accomplished by 
four 25-ton absorption water chillei 
units. Operating on steam, and using a 


refrigerant composed of lithium bro- 
mide and water, the system cools the 


building at a total cost of only 1/3 


more than heating alone previously 





borer collce period 
problems have become strainless “col- 
fee breaks” in the Chicago publishing 
office of Richter-McCall. “his was ac 
complished with free, push-button cot- 
fee served by an automatic coffee dis- 
pensing machine. 

Free coffee, made in a_five-gallon 
urn, had been provided for its entire 
staff for many years. Employees ap 
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cost. The conditioning system works on 
a principle not unlike the gas refriger- 
ator, but uses steam instead of gas 
flame and has no moving parts. 

Wellington Sears continues to pur- 
chase its steam. Total fuel bill for heat- 
ing and cooling is about $4300 an- 
nually, and a licensed engineer is still 
not required. Maintenance and. servic- 
ing are in the hands of an outside con- 
tractor at a cost of about $2000 an- 
nually. m/m 


PUSH-BUTTON "COFFEE BREAKS" 
speed service, relieve strain, save money 


preciated the service, but when the staf 
grew to 125 persons, the urn was taxed 
beyond capacity, straining the nerves 
of people who had to wait for their 
coffee. In addition, office equipment 
and turniture was often stained in the 
rush. ‘To serve the staff, coffee-making 
started each day at 7 a.m. and contin 


ued all morning. ada daa 


please) 








BORROUGHS PRODUCTS 






ra will catch your eye just as 
this ad did eeee 


Borroughs produces a mighty fine line of quality products that are answering 
the needs of business from coast to coast. Practical. Efficient. Attractively 
designed. Excellent values. Here we show 2 of Borroughs’ outstanding prod- 


ucts. May we send you literature and advise you of your nearest Borroughs 
dealer? 
























BORROUG 


Wrap R 

















Notice the streamlined appearance of the Bor- 
roughs Wrap Rack. See the clear hanging spa 
for coats..hats rest on non-dust collecting 5, 
The practical rack for most offices. Availablg 
standard sizes to hold 6, 12 or 24 coats a 
Why of course you can get double-face 


BOR GHS 
SL DOOR 
STC CABINETS 





ee, 
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Here’s a genuine space saver. Takes the place of 
the old-fashioned, swinging-door, space-eater cabi- 
nets. Sliding doors, and sliding shelves (adjustable 
without bolting). Available in three heights (29’— 
42'’—78")—two depths (12 and 18’)—all units 
are 38” wide outside. 





BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK alip KALAMAZOO, MICHIGAN 


(Circle 810 for more information) 
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Here’s how to please 


those who watch costs 


Business analysts say holding 
costs down is 1954's toughest 
assignment. 

And office people who watch 
costs face this common problem: 
how to use their existing floor space 
efficiently. That’s why so many 
businesses are standardizing on 
Steelcase office furniture. 

Steelcase “job-customed”’ 
equipment speeds work output 
up to 35%, allows up to 25% more 
usable space... and requires no 
maintenance. Steelcase harmony 
of color, styling and design mean 
your Office people will be a happier, 
more productive team. 

Call your Steelcase dealer now. 
He'll be glad to give you ideas on 
how to keep costs down... output 
up! He’s listed under “Office 
Equipment” in your phone book. 


METAL OFFICE FURNITURE CO. 
Grand Rapids * Michigan 


Free Office Guide 


“Tooling Up Your Office’ is a colorful FREE booklet 
crammed with new ideas on modern office plan- 
ning. Attach your letterhead, send to Dept. B, for 
your copy 





(Circle 826 for more information) 
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The firm installed an automat 
“collee bar’ which serves coffee any 
way the user likes—with cream on 
sugar, with both, or plain. A coinless, 
push-button model was chosen to con 
tinue providing free coflee. 

Staff members who used to wait un 
til they could be served now take coffee 





whenever a break in their work per 
mits, eliminating the costly interrup 
tions of work and waiting in line. 
Before the machine was installed, 
Richter-McCall spent approximately 
$12 a month for sugar, 5100 a month 
for cream and $100 a month for coffee. 
In addition, one girl employee devoted 
a half of each day to preparing and 
serving coffee, costing Richter-McCall 
approximately another $110 a month, 
making a grand total of $322 a month 
before installing the machine. 
Richter-McCall pays a “per cup con- 
sumed” fee to the operator who installs 
and services the machine, supplies cof- 
fee, cream and sugar and keeps the ma- 
chine clean. They pay the operator a 
flat six cents per cup. The machine 
serves an average of 1,200 cups a week, 














New, faster marking system 
o e e ° 
simplifies shipping! 
Yes, put away non-permanent tags and labels, 
eliminate tacking, stapling, gluing of addresses. 
Simply apply MARSH stenciled marking directly 
onto your shipments. Bold, easy-to-read 4”, 4” 
and 1” letters. With either electric or hand oper- 
ated machines it’s faster, and costs you less than 
complicated methods. Ask us for proof today 


For more information or a free 
demonstration mail us this ad with your 
name and business letterhead 











MARSH STENCIL 
MACHINE CO. 
36 Marsh Bidg. 
Belleville, Il. 


(Circle 824 for more information) 














HALF OF U. S. WORKERS NOW TAKE 
“COFFEE BREAKS”: Industrial coffee 
breaks are now a regular practice 
with more than 54% of the nation’s 
employed persons, according to a re- 
cently completed Psychological Cor- 


poration survey. 











costing the company $72 a week o1 
$228 a month. Savings, therefore, are 
$94 a month over the old method. 
After its installation, adjustments were 
made to provide coffee at a strength 
satisfying the staff’s taste. 

For more information, Circle num- 
ber 885 on the Reader Service Card. 








NEA 


Reduce Absenteeism 


— keep employees’ wraps dry 
aired, and in press 


With Office Valet 
wardrobe equip- 
ment employees 
do not face 
weather in damp 
clothing that has 
been crumpled in 
lockers, do not 
eat soggy lunches 
soaked by wet 
hats or mittens. 
The 4-foot 3-U 
rack, illustrated, 
accommodates 12 
employees with 
spaced coat hang- 
ers, individual hat spaces, umbrella 
racks and overshoes shelf. Other units 
with or without lock boxes, in sizes 
and capacities for every office, store, 
warehouse, factory or institutional need. 


Write for Bulletin OV-22 








VOGEL-PETERSON CO. 


1121 West 37th St. «© Chicago 9, Ill. 





(Circle 844 for more information) 
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Aluminum and 
glass fiber basis 
of acoustical system 





A method for effectively reducing 
noise in large industrial areas, through 
the combined use of aluminum panels 
and glass fiber insulation, has been de- 
veloped. Perforated, corrugated alumi- 
num panels are suspended on alumi- 





num angles to form a ceiling; then, the 


glass fiber insulation either is placed 
directly on top of the panels or is 
separated from the panels and attached 
above them to the existing ceiling, to 
leave space for ventilating duct work 
or other installations. 

The combination of aluminum 
panels and glass fiber insulation effec- 
tively absorbs sound at all frequencies 
and provides a fire-resistant acoustical 
system which is efficient and modern. 

It can readily be installed in old 
buildings, covering up utilities, fixtures 
and pipes. There is great ease of main- 
tenance since they can quickly be 





pushed up or removed from their sup- 


ports to provide unlimited access to 
utilities. The ceiling also can be inex- 
pensively changed to conform to a new 
floor plan. 

The system can be installed by 
suspension, framing or truss work by 
wires or metal straps, or by direct at- 
tachment to the existing ceiling. When 
the glass fiber blanket is separated 
from the panels, the ceiling is adapt- 
able to any air conditioning system. 

For more information, Circle num- 
ber 889 on the Reader Service Card. 
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Sylvania Announces! A NEW 


LUORESCENT FIXTURE LINE 
... for better lighting... bigger savings! 








New Sylvania IC Fixture 
with 45° x 45° louvered 
shielding 





Showing IC eee 
Fixture with “VW! p< 
type reflector 
providing 45° 









“ outstanding from every angle! 








crosswise \ - ane 
shielding \ 
\ Ca @ Sylvania’s new IC series is one of the most versatile, efficient 
w and economical fluorescent lighting fixture lines ever offered! 


It’s a super-quality line, designed to harmonize with today’s 
attractive modern interiors. Made for continuous-row or 
individually-mounted installations and engineered to save you 
money by reducing installation time and maintenance costs. 
Channels die-formed from rugged 20 gauge steel assuring a rigidly 
constructed lighting system. Louvers and panels finished in 
Sylvania’s high-temperature baked Miracoat enamel provide 
86% reflectivity for peak lighting efficiency. Offered in 
4, 5, or 8 foot units to fit any sized office or store. 


Available with either 45° x 45° louvered shielding to minimize 
direct glare, or with “V” type 45° crosswise shielding for 
higher lighting levels. 


Remember, this Sylvania IC line is engineered, built, quality 
tested and fully guaranteed for an entire year by Sylvania. 
For full information see your Sylvania Representative or write: 
Sylvania Electric Products Inc., Dept. 3X-6312, 1740 Broadway, 
New York 19, N. Y. 


See why these fixtures 


) SAVE YOU 
MONEY! 


® Low Installation Costs. Sylvania’s new IC 
fixtures are especially engineered and made 
in various lengths and types to meet your indi- 
vidual requirements. Extra parts and mounting 
accessories are kept to a minimum, eliminating 
unnecessary installation costs. 


@ Low Maintenance Costs. All metal parts 
Bonderite-treated to resist corrosion and fin- 
ished in baked Miracoat enamel—makes clean- 
ing easy .. . saves maintenance costs... keeps 
their high lighting efficiency for years. 


@ More Efficient Lighting. Light distribution 
from these fixtures is approximately 60% 
downward and 40% upward thereby providing 
high levels of quality illumination keeping 
direct glare to a minimum, resulting in more 
comfortable seeing .. . better work... fewer 
errors. 


© Completely Guaranteed. All Sylvania IC 
Fixtures are covered by a complete guarantee 


that includes every Sylvania lamp, starter, 
ballast and part originally installed with the 
units for an entire year. 


LIGHTING * RADIO ¢ ELECTRONICS * TELEVISION 


In Canada: Sylvania Electric (Canada) Ltd. 
University Tower Bidg., St. Catherine Street, Montreal, P. Q. 


(Circle 841 for more information) 
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A marketable 
ability is 
the only 


true security 


30 





What this boy can tell you 


about your own child’s future 


Even at his age, this boy knows that the only true 
security a man can have is a marketable ability— 
knowledge and training that industry wants, 
needs and is ready to buy. 

For that reason, he is studying mathematics 
and the physical sciences in high school to 
equip himself for college engineering and enter 
business with a special skill. These studies are 
every high school student’s open door to the 
great Opportunities engineering and science 
offers youth today. 

Next June, 23,000 engineering graduates will 
enter their profession where starting salaries 
are high. Some of them will process and 
package foods, some will design airplanes, some 
will set out in search of oil or go into manu- 
facturing or invent new machines. They will 
lay out stores and factories, build new roads, 
plan whole towns. Many of them will become 
technically-trained salesmen. 

All of them will be doing useful work, all will 
have a good chance for steady employment and 
advancement. Many will enter their own busi- 
ness. Their specialized, professional training will 
be needed for years to come to meet this genera- 
tion’s tremendous shortage of trained engineer- 
ing personnel. 

Don’t foreclose on your child’s future. See 
that he takes the high school courses that will 
qualify him to study engineering if he cares to 
when he reaches college age. For information, 
see your high school math or science teacher, 
guidance counsellor, the personnel department at 
your place of business, a prominent engineer in 
your community, or write to the Engineering 
Manpower Commission, 29 West 39 Street, 
New York 18, New York, for the free booklet, 
“Engineering As A Career.” 
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Custom work stations 
allow for future 
area expansion 





The Ford 


Sales Division was recently re-furnished 


Instrument Company's 


with a view toward space utilization 
which also provided space for future 
anticipated expansion. Each work sta- 
tion was custom-tailored to meet in 
dividual work requirements. 

In the Contract Sales Department 
where sales personnel are in and out, 
10” desk tops are used with 18” deep 
auxiliary desk tops in a production line 


arrangement. “This set-up gives each 





salesman the equivalent desk area of a 


standard double pedestal desk, yet 
saves 18.3°, on floor space per work 
station. 

Since operations in the Component 
Contract Department necessitated larg 
er working surfaces with more “under- 
the-surface” file capacity, 50” wide desk 
tops were installed with 30” deep 
auxiliary desk tops. ‘This provides 
ereater convenience for handling lare« 
material as well as for conterence pur- 
poses. 

All the modular ofhce equipment is 
finished in gray to harmonize with the 
lighter-toned walls and partitions and 
deeper-toned tiled floors. 

lor more information, Circle num- 
ber 891 on the Reader Service Card. 


Special construction 
reduces machine 
noise and vibration 





Vibration and noise from tabulating 
machines in the Brooklyn plant of 
Davis & Geck, Inc., had caused annoy- 


ance to personnel in other depart 


methods 
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ments. In designing the new plant in 
Danbury, Connecticut, the problem 
was solved by the simple expedient of 
insulating the floor of the tabulating 
room from the rest of the floor in the 
plant. In pouring the concrete for that 
particular area, a special frame was in- 
serted and that floor poured separately, 
creating an island in the general office. 
[he space between the two floor areas 
was then packed with Fiberglas and 
cork which acts as a shock absorber or 
insulator. 

Like most areas in the plant, the 
tabulating room is set off from the 
main office area by movable partitions. 
\t present, the entire area allowed for 
is not used for tabulating machines and 
one partition rests on the floor slab 
itself. When, at some future date, 
more room is required, this partition 
can be moved to the periphery of the 
special slab, almost doubling the pres- 
ent size of the enclosed room. 

In addition to the acoustical correc- 
tion afforded by the luminous ceiling, 
the wall areas above the partitions are 
fitted with acoustical tile which raises 
the sound absorbency of the room con- 
siderably. Workers in surrounding 
areas are undisturbed, while those in 
the room work in relative quiet. 


Lighting, appearance 
and facilities 
mark new factory 





The new Bath Company plant in- 
corporates many modern concepts of 
industrial architecture. The one-floor 
steel frame building houses factory, 
general and executive offices. The win- 
dows are horizontal “vision strips”, ad- 
mitting day-light with a minimum of 





sun glare; fluorescent lighting supple- 


ments natural lighting throughout the 
building. 
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The factory area facilitates an or- 
derly flow of material and operations. 
Overhead rail cranes and a railroad 
spur that runs directly into the plant, 
so freight cars can be loaded or un- 
loaded by crane inside the building in 
any kind of weather, are two of its 
features. 

Heating throughout the building is 
by hot water, unit heaters in the fac- 
tory area and fine tube radiation in 
the offices, with air conditioning for 
summer comfort. The cafeteria and 
conference rooms are separately air 
conditioned. 


New products 
for work center 
application 





Lightweight folding table 
for temporary office use 
A new folding aluminum table is find- 
ing many uses in business establishments 
and institutions throughout the country. 
The table is 24” x 60”. It folds to 24” x 
30” and is provided with a handle for easy 
carrying. ‘Though it weighs less than 20 





pounds, the top has been reinforced to 


provide a strong work surface. 

It is being used for traveling auditors, 
for special jobs and for permanent work 
surfaces in offices. 

For more information, Circle numbe) 


$76 on the Reader Service Card. 


Individual foot warmer 
curbs illness, reduces absenteeism 

\ lightweight foot warmer small enough 
to be moved trom machine to machine or 
from desk to desk without difficulty is now 
being made. It consumes only as much 
power as a 100 watt light bulb, is 14% x 21” 


in size and weighs approximately 5 pounds. 


carbon form. 


alone! 


forms! 





Principal Cities ° 
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A MESSAGE TO USERS OF ONE-TIME CARBON FORMS 


"| didn’t realize our one-time 
carbon paper cost us ‘1,449!” 


That’s the first thing a user of one-time carbon forms tells us after we've 
analyzed his forms-writing system. 


It is hard to believe just how expensive one-time carbon paper really is— 
because it’s a cost that’s ‘‘concealed”’ in the total price of the one-time 


For example: if you are using an 8-part, 8% x 11 one-time carbon form 
(the kind you use once and throw away) —your cost for the carbon paper 
alone is approximately $14.49 per thousand. 


Write 100,000 forms a year—and you've spent $1,449 for the carbon paper 


Now—compare that with Repeat-O-Pak reusable floating carbon paper 
(the kind you automatically use over and over again). Your Repeat-O-Pak 
cost for 1,000 of those forms would be $1.39! A carbon paper savings of 
$13.10 for every thousand forms... 


a savings of $1,310 for the 100,000 


And remember—that's a year-after-year savings. In ten years you'd save 
over $13,000 on your carbon paper alone! 


DON’T YOU AGREE that cost-figures like that should be investigated? 
Do it now. Just send us a sample of your one-time carbon form, the approxi- 
mate yearly quantity used, and the name of your forms-writing equipment. 
There's no obligation of any kind. 


Repeat: 0 Pak 


STANDARD MANIFOLD COMPANY Dept. A9-53 


Carbon Papers ¢ Inked Ribbons * 333 W. Lake St. © Chicago, Ill. © Offices in 
In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec. 


*foating reusable carbon paper for continuous forms used on all kinds of forms-writing machines 
... LB. M. and Underwood Formswriters... Moore Carbon-Saver and Uarco Adapters. 


more information) 





It is recommended for office workers, in- 
dustrial machine operators, theatre cash- 
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iers, elevator operators, receptionists and 
telephone operators. 

Industries using these foot warmers fo! 
their production line and office employees 


feel that cold feet can cause many disagree 


able illnesses. Foot warmers have resulted 
in reduced absenteeism. 
For more information, Circle number 


875 on the Reader Service Card. 


"worth 


Incentive to remember: Accord- 
ing to The Foreman’s Letter, at the 
Dodge Manufacturing Company 
(Mishawaka, Indiana), an employee, 
picked at random, is asked to repeat 
the safety slogan published in the 
company newspaper. If he recalls 
it, he wins $5. Each time an em- 
ployee fails to remember the slogan, 
the award is boosted another $5 until 


a winner is found, 


repeating" 
3| 



















“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 


VKRE}.TYPERITE 











___ Blank Insert , 
Strips 
For Titles! 


OS) Ne) 


INDEX TABBING With 
Pica Spaced Inserts!’”’ 









“Am 
Accurately | SAVES 56% TYPING TIME 
i. mpoces On Typing |, 2 or 3 Line Titles 
or 


ic <== - @ Typing is Faster, Easier 
| Typewriter Use.’ @ Always On a Straight Line! 
ery oe = @ Titles Are Neater, Cleaner! 
] An @ Ends The Need For Tedious, 
AICO Fatiguing Soft Roller say 
UJ Exclusive! : 














IT’S THE SPACING THAT DOES IT 


The new AICO TYPERITE TABBING has blank inserts spaced 
exactly 2 and 3 picas deep to permit use of the line space lever 
when typing titles. This ends the need for soft roller work when 
centering or positioning the titles on the insert strips. Just set 
the line space lever for 1, 2 or 3 spaces and you breeze right 
through the job. 


Now, At Your Stationer or Write Dept. 3 For FREE Sample! 


AIGNER 
INDEXES 


97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 
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YOU DON’T hide 
\ THIS PROPERTY TAG! 





‘ Improve the efficiency of property iden- 
tification with easy-to-see “SERIALLY 
NUMBERED AUTOGRAPHS”. They‘re 

handsome, durable, .016” aluminum 
plates. Stamped serial numbers are 
black-lacquer filled for maximum leg- 
ibility. Other copy is lithographed 
in sparkling colors. They won’t mar 
the beauty of your finest equip- 
ment. No drilled holes, tools, 
brads, wires or messy tapes are 
needed. Mount them on any clean 
surface (crackle finish, too) by 
simply brushing activating sol- 

vent on the adhesive backing. 
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MWASOK CATE, NO NS. 


THEY, 


tick / 


Try before you buy! 

Write for samples and 

descriptive literature. 
(Circle 848 for more information) 
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Bottomless box 


by Ai. Due, Cemptroller 


Montgomery Elevator Co. 


speeds check sorting 





The volume of busi- 
ness at the Montgomery Elevator Com- 
pany increases every year, with a re- 
sultant growth in our check usage. 
Methods of check sorting which were 
suitable in the past are now outmoded. 

This office is now called upon to 
handle some 2,000 checks a month, 
which must be duly sorted for bank 
reconcilement. 

Experts recommended a_ procedure 
known as the “reverse numerical table 
sort” which permits even an inexperi- 
enced operator to increase sorting 
speed. A refinement which we have 
added to this system, a simple ten-com- 
partment gadget based on the ten- 
key adding machine, has simplified 
the process even further. It is now 
possible to handle our check load of 
2,000 checks with four sorts, in less 
than three hours. 

The device we have added is made 
of light plywood. It stands about two 
inches high and has neither top nor 
bottom. Each compartment is slightly 
larger than the standard sized check 
and when the sort has been made the 
operator picks up the frame, leaving 
the checks neatly stacked in ten piles. 

This gadget eliminates the danger of 
a sudden breeze blowing checks off the 
desk which often happens when a sort- 
ing box is not used. The ten-key ar- 
rangement of the numerals also speeds 
up the sorting process. Anyone fa- 
miliar with the operation of a ten-key 
adding machine can sort checks in this 
way much more quickly than by plac- 
ing them in the conventional order. 

The reverse sort system works like 
this: 

1. The checks are first sorted into 

ten piles by the units digit of the 

serial number (the digit farthest to 
the right). 

2. Most firms’ checks have either 

four- or five-digit serial numbers. Let 














us assume that the checks to be sort- 
ed have four-digit numbers, a fact 
which can be determined from a 
rapid inspection during the first sort. 
3. Reference to the pick-up chart 
shows that in picking up the ten 
stacks of checks for the first time, the 
“nines” should be stacked on top, 
the “eights” underneath and so on. 
4. The checks are now sorted by the 
“tens” digit (second digit from the 
right). 

5. Then the “nines” go on the bot- 
tom of the pile, the 
and so on. 


‘eights’ next, 


This procedure continues, each new 
sort being done by the next digit to the 
left. Almost always there will be a de- 
crease in the number of piles and after 
the third sort the checks can be sorted 
by practically instantaneous inspection. 
They are then in exact numerical se- 
quence, ready for reconcilement. 

An important asset is safety. Checks 
represent cash; since they are sorted in- 
dividually, not by batches, each comes 
under individual scrutiny. In _ this 
way, forgeries and alterations are more 
likely to be detected. 

Furthermore, the checks are ar- 
ranged in numerical order once and 
for all, avoiding resorting them at some 
other time if auditors, for example, ask 
to see them so arranged. m/m 
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NEW PRODUCTS IN THE EDITOR'S MAIL 


Electric register automatically 
advances forms and carbons 

A redesigned all-electric register offers an 
exclusive feature, which automatically ad 
vances the carbon paper each time a set ol 
forms is issued. This assures maximum 
legibility and eliminates the necessity of 
remembering periodically to manually ad 
vance new carbon and tear off the used 
portion. Carbon-smudged fingers and the 
possibility of soiled clothing or merchan 
dise are also eliminated. The end of a 


roll of carbon is automatically signalled. 





Extra large forms capacity is provided 


with the loading facilitated by the one 
piece front and top which lifts up provid- 
ing full accessibility. Audit copies retold 
into a locked compartment in thé rear ol 
the machine; they can be removed by an 
authorized person without disturbing the 
writing table or the writer. 

For an illustrated brochure and further 
information, Circle number 884 on the 


Reader Service Card. 
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Desk stabilizer insures 
rigid support for typewriter 

A newly designed, trouble-free desk 
stabilizer has a fool-proof locking device 
which holds the typewriter platform firm 
and gives rigid support to the typewriter. 
It will support over 200 pounds and yet 
is collapsible to 17” to fit into a desk 
drawer for storage. It is easily adjustable 
in fractions of an inch up to 31” and has 
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THE McBEE COMPANY 


Sole Manufacturer of Keysort—The Marginally Punched Card 


MAIL THIS 
The McBee Company « 295 


PRODUCTION 
CONTROL 


FIRM 


We’re interested in knowing how KEYSORT can improve 
MATERIAL COSTING 
our AND INVENTORY CONTROL 


PAYROLL AND CT 
LABOR COSTING 





One missing part can make an assembly 
line grind to a dead stop—while unfinished 
production gathers dust. 

Time is lost while production waits for the 
part, while requisitions and inventories are 
checked and re-checked, while final assem- 
bly waits for asingle department tocatch up. 
That’s how it is without good production 
control. That’s how it was for Thompson 
Grinder Co., Springfield, Ohio, machine 
tool manufacturer...until McBee Keysort 
came along in 1950. 

Thompson’s production has doubled in the 
past three years, and turnover has jumped 
from 1.7 to 4.5. Missing parts have 
dropped from 300 a month (and some- 
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COUPON TODAY 
Madison Ave., New York 17,N.Y. 


Ss ORDER 
ANALYSIS 





ADDRESS_ 





ZONE STATE 


Sana 








NO. OF EMPLOYEES 









times even 500!) to 20, movement of ship- 
ments is more stable, end-of-the-month 
pile-ups have been eliminated. 

Keysort Materials Requisition Tickets that 
maintain inventory control of 18,000 dif- 
ferent parts are mainly responsible for 
Thompson’s new efficiency. These tickets 
make it possible to sort tens of thousands 
of transactions into usable reports. 
Without expensive equipment, using pres- 
ent employees, modern Keysort cards and 
machines put myriad details into system- 
atic, easy-to-use form at less cost than any 
comparable system. 

Ask your McBee man to tell you what 
McBee can do for you. Or mail coupon. 


295 Madison Avenue, New York 17, N. Y. 
Offices in principal cities. The McBee Company, Ltd., 
11 Bermondsey Road, Toronto 13, Ontario. 
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Measured office production 
proves Rotor-File best for 
your card-record operation 


TIME STUDIES PROVE that Rotor-File 
saves 50% of time required in the per- 
formance of almost any operation. 
Finding, posting and filing are greatly 
simplified—because the work comes to 
the comfortably seated operator. 


MEASURABLE INCREASE IN ACCU- 
RACY—with Rotor-File there is far less 
of the physical work that consumes 
time and lowers ability to think. 


VASTLY IMPROVED EMPLOYEE MO- 
RALE— [he new rotary filing principle 
brings to the record clerk new speed 
—new ease—a dignified desk job— 
and the sense of doing a better job. 


Rotor-FILE TAKES ANY RECORD— 

and it takes your existing record, too. 

Let us show you how Rotor-File can 

save time and money in your office. 
& 





Without obligation, please send de- 
tails on the new Rotor-File for cards. 


TREES SRC: Rec 5 ERE RS 
ES a aa siehiaataidaies pieahet 
i Te sauhesianateebadiie aceinotnetcin ; 
SERS eee rn dnetiocnas 
A Zone......+. ee 
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an instant fingertip release, with no ball 
bearings to cause jamming. 

Of all-steel construction, rubber tips at 
both ends prevent any give or slide while 
at the same time insuring against the scar- 
ring of the floor or desk. 

For more information, Circle number 


881 on the Reader Service Card. 


a 

Low-cost intercom offers 
smart styling, efficient operation 

A new intercom system of the latest 
design requires no central station or equip- 
ment, but contains complete mechanical 
needs inside the standard size wall or desk 
set. Excluding installation, prices run as 
low as $60 for a 3-instrument system or 
$240 for an 8-instrument system. Power 
supply is provided by a dry cell battery, 
or by a battery eliminator. A local elec- 
trician or handyman can make the _ in- 
stallation from the detailed instructions 
supplied by the company with each tele 
phone system. 

For more information, Circle number 


893 on the Reader Service Card. 
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Rolling step ladder 
automatically disengages wheels 

All steel ‘‘automatic action” safety step 
ladders are now in production. The lad- 
der may be easily rolled to the desired 
position; as soon as a person steps there- 
on, the casters automatically disengage, 
making the ladder immovable. 

The rubber tipped legs “lock” to the 
floor, providing a firm, sure base. When a 








all important future dates for 
your business every day of the 
year. 

Avoid confusion about 
“What date is that shipment 
due?’ SCHEDULE-A-DATE gives 
the exact date, saves time and 
avoids errors. 


Exclusive copyrighted future- 
date feature will save valuable 
time. 

Proved — Over 10,000 com- 
panies have put Schedule-A- 
Date to work. 

Order from your stationer, or write to: 
SCHEDULE-A-DATE CALENDAR CO. 
314 E, State St., Ithaca, N. Y. 
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Onravisual 

all- uarpose 
ae 
Whiteboard | 


easel 


Model A302 








Replaces blackboard. Use large, clean paper 
pads—which we stock. This versatile all alumi- 
num easel is also equipped for showing turn- 
over charts or cardboard charts of almost any 
size. Rugged yet light in weight. Folds like 
magic for easy carrying or storage. Thousands 
in use by big industry everywhere. 


Visualize your ideas for better understanding. 


Other models available. Write for free literature. 


ORAVISUAL CO. INC. Soccctment 


Department 
68 Jackson St. Stamford, Conn. Phone 48-3345 


(Circle 849 for more information) 











person steps off the ladder the casters 
instantly and automatically re-engage. ‘The 
ladder can then be moved easily. 
Precision ladders are designed for use in 
stock rooms, warehouses, file departments, 
bank vaults, industrial plants and _ librar- 
ies, as well as in all types of offices, 
wherever material is stored above reach. 
For more information and prices, Circle 
number 880 on the Reader Service Card. 
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Seratch-resistant desk top 
of laminated plastic on steel 

Announcement has just been made of 
a desk top of laminated plastic which is 
resistant to scratches and dents and im- 
pervious to ink and carbon stains. 

This marks the first successful attempt 
to bond laminated plastic to steel. In fact, 
the adherence between the steel top plate 
and the plastic is so great that extremes 





of temperature and humidity will not 
affect it. ‘The expansion and contraction 
factor of this high pressure laminate is 
negligible. 

The top features a_three-dimensional 
pattern which reduces glare and cuts down 
eye fatigue. It is resistant to cigarette 
burns, scratches and dents. This top can be 
cleaned with a damp cloth. 

For more information, Circle number 
879 on the Reader Service Card. 
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No USE 
LOOKING, 
OSCAR w+ YOU 
CAN'T SEE MY 
PAYCHECK 
THROUGH THIS 














PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck “Outlook” Envelopes are abso- 
lutely opaque. Essential 
when wages are paid by 
check. Nothing shows but 
the employee’s name. This 
improves personnel rela- 
tions. 

Send for Samples 
and Prices Today 


(Circle 829 for more information) 








with Evans 


GATHERING RACKS 
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COLLATE... 


e IN HALF TIME 
e AT HALF COST 


3,500 sheets an hour easily collated by one 
worker from Evans Gathering Rack. Halves 
collating cost and time—as compared with 
obsolete methods. 


GUARANTEED to produce QUICKER and 
MORE ACCURATE results than any other 
collating aid on the market. 


All aluminum, each section holds 500 
sheets at inclined angle. Use racks singly— 
or two or more together for large gather- 
ings. Racks collapse for setting aside. 


8 MODELS. Shown are two 6-section DU 
oy at $14.00 each. 7 others—$10.00 to 
25.00. 


See Your Dealer or Write: 


EVANS SPECIALTY CO., INC. 
421 N. Munford St., Richmond 20, Va. 
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Visible scaled carbon paper 
always shows line position 


A unique feature of a new carbon paper 
is the exclusive right hand margin visible 
printed scale edge, which assures a typist 
of complete vertical spacing control at all 
times and allows instantaneous removal 
of carbons from a typing setup with no 
smudging of fingers in the process. Scien- 
tifically balanced construction stresses dura- 
bility and non-curling, non-wrinkling qual- 
ities. 

The necessity for retyping because of 
poorly vertical positioned letters and_re- 
ports is eliminated. Every line on the 
scale equals a typing line; at all times a 
typist knows her exact position on the 
page. 

Samples and full information may be 
obtained by Circling number 890 on the 


Reader Service Card. 


— 
Duplicator cabinets provide 
extra space for supplies 

Engineered to provide maximum rigidity 
and sound-proof operation, new duplicator 
cabinets are being manufactured of prime- 
grade 18 and 20 gauge steel. 

A feature of the new line is a unique 
closed back, double door cabinet with left- 
handed pull-out shelf. Large and roomy 
enough to hold all necessary supplies, it 
is 29% wide, 1914” deep; its height is 
adjustable from 2814” to 30”. Four adjust- 





able glides assure perfect leveling on un 
even floors—ball bearing-locking casters are 
optional equipment. 

Also available are a companion model 
without the double doors and an all-pur- 
pose stand with a bottom cross-shelf for 
supplies. 

For further information and_ prices, 
Circle number 888 on the Reader Service 
Card. 
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HARRIS-SEYBOLD COMPANY | 
Special Products Division $ 

Dept. B., 4510 East 71st St., Cleveland 5, Ohio 1 
1 

Please send me the free Macey-Newberry folder 
| eee es i = 
Firm_ : b 
Address | 
H 


Macey Collating Methods 


speed paper gathering, cut overtime 


costs at J. J. Newberry Company 


This is the title of a recent case study of 

collating problems at J. J. Newberry Company— 
~ > and how a Macey collating machine solved them. 
Send for it. It tells how mechanization frees skilled 
personnel from tke drudgery of hand gathering, 
cuts costs. You, too, can increase the efficiency 

of your collating operation. The folder 

is free—just send the coupon below. 


a 
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New dictating accessory 
improves method of reporting 


A new system secures absolutely accurate 
reports of conferences and other multi- 
person meetings where speed and ease of 
transcription are important. Words are 
repeated verbatim into the microphone 
built into a mask by the reporter and his 
voice is recorded by regular dictating ma 
chines. The voice is completely muffled 
by the mask so that others are not dis- 
turbed and outside noises are not picked 
up. 

The manufacturer claims it is faster and 
surer than shorthand, stenotyping and the 
use of open microphones. Several hun 


dred units are in use in government de 





partments and in private business. 


For more information, Circle number 
886 on the Reader Service Card. 
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do YOU hand 
TRAVEL 
EXPENSES? 


When your traveling personnel 
reimburse themselves by means of 
controlled, protected TRAVELETTERS, 
your company benefits by 

saving the administrative 

and clerical costs of expense 
checks, by speeding auditing 
procedures, by improved 

expense control. And the traveling 
man becomes more efficient without 
the worry of being delayed or 
stranded without funds. 

Here's a partial list of 

TRAVELETTER users: 

American Cyanamid Co. 

American Home Foods, Inc. 

Baver & Black Div. of the Kendall Co. 
Binney & Smith Co. 

Commercial Solvents Corp. 

Diamond Alkali 

The A. C. Gilbert Co. 

International Cellucotton 

R. G. LeTourneay, Inc. 

The Lionel Corp. 

Pennsylvania Salt Mfg. Co. 
Prentice-Hall, Inc. 

Sunkist Growers, Inc. 

True Temper Corp. 

Western Electric Co. 

Wm. Wrigley, Jr., Co. 

You'll be pleased to learn 

of the advantages your company 
can enjoy by using TRAVELETTERS 
too! Write for information. 
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Simple, inexpensive, new 
two-phone intercom system 


x 
4 
7 


\ new low-cost telephone-type inter 
communications system designed for use 
in professional oflices, schools, business and 
industry has just been released. 

The simplified two-phone system pro 


vides instant natural voice communication 


& FI 


and will operate more than a year on a 


“ 
4 


L 


~ 
4 


AV 





single six-volt battery. Contact between the 


phones is made simply by lifting the re 


T R 


ceiver and depressing a button, eliminating 


fase Pe in dialing, switchboard, press-to-talk keys, 





; ee ? ; and similar delays found in other intercom 





(Circle 842 for more information) systems. 








| Shreds come out 


SHREDMASTER 


Shredding Machine 
quickly turns your confidential papers 
... Old records... waste paper of all 
sorts . . . into completely unreadable 
shreds, valuable only as packing material. 
ANYONE CAN USE—Quick, safe, easy op- 
eration! 
PERFECT FOR OFFICES —Silent, Clean, 
Dust-free, Compact! 
PAYS FOR ITSELF —Provides valuable 
packing material at no cost! 
For Your Office— 
Portable, Noiseless Desk Model 
(Shown Here). 
Also Available— 

Table Models and Heavy Duty 
Models for Banks, Department Stores, 
Warehouses, Plants, etc. 

Write for Free Circular No. 12 
THE SHREDMASTER CORPORATION 
199 Willoughby Ave. 
Brooklyn 5, N. Y. 
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ADDING CALCULATOR 
At last! 


* An Electric Adding Calculator at 
manual machine investment. “Unilectric” 
actually costs less than other manually 
operated machines. 





* Asolution of the “help” problem. 


: é Service available throughout the 
“Unilectric’” operators learn quicker, produce 


United States, Canada and 85 





more, stay happier, longer in their jobs. Foreign Countries 
' 
Model 909U (Illustrated) Capacity 9/10 eer oe « aaa : 
Model 912U Gemecty 127i 2. ww tw cl tl lO ' 
Manual models also available in 6/7, 9/10 and 12/13 capacities ; Kioiie 
y ' > 
: Company_ 
Pius Computing Machines, inc. See 
ap ' 
5 Beekman Street, New York 38,N.Y. Telephone REctor 2-0045 : City 
' 
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Plus Computing Machines, Inc. 
Dept. C-1, 5 Beekman St., N. Y. 38, N. Y. 


Please arrange a free demonstration of the Unilectric Adding 
Calculator in my office without obligation on my part. 





Re ey 


Zone State 





The intercom was designed for easy in 
stallation as well as ease of maintenance 
and operation. Complete installation in- 
structions are included in the two-phone 
package. The company claims it can in 
crease productive and administrative efh 
ciency, save steps and time, and serves to 
free telephone lines for customer and 
other business calls. 

The new intercom is one of the lowest 
priced quality units available. 

For more information and prices, Circle 


number S882 on the Reader Service Card. 


EIR ' 
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Cash protected from burglars, 
records from fire 


\ new combination money chest and 
record container cannot be stolen, accord 
ing to the manufacturer, because it is 
anchored in a_steel-clad, reinforced con 
crete block, too heavy for burglars to cart 
away. 

For the protection of large sums of cash, 
an armored-steel, burglary resistive money 
chest has been built into the upper portion 
of the concrete block. Because the money 


chest is specifically engineered to resist 


safecrackers, it takes one of the lowest 





rates of safe-burglary insurance, with sav 
ings in premiums often exceeding 50%. 
The record container is fire resistant. 

Both the money chest and the record 
container feature their own individually 
operated combination locks. 

For more. information, Circle number 
897 on the Reader Service Card. 
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SENO FOR THS BIG 


OFrrset 
DUPLICATING 
DEPARTMENT 





New manual helps CUT 
COSTS in your offset 
duplicating department 


NEW! FIRST OF ITS KIND! Fully illus- 
trated. Written especially for executives. 
Explains in non-technical language 
exactly how to get the most return from 
the valuable floor space allotted your 
printing department. Suggests new 
methods to increase its output. Illus- 
trates new production ideas. 

And it te//s all about the 3M Plate—the 
sensational all-aluminum _photo-offset 
plate that’s improving the quality of 
printed pieces for companies every- 
where. Send today. 


Printed and distributed by the makers of 





PHOTO-OFFSET PLATES 


Made in U.S.A. by MINNESOTA MINING & MFG. 
CO., St. Paul 6, Minn.—also makers of “Spherekote”’ 
Brand Tympan Covers and Frisket Papers, “Scotchlite”’ 
Reflective Sheeting, “Scotch”? Brand Pressure-Sensitive 
‘Tapes, “Scotch” Sound Recording Tape, ‘“Underseal” 

Rubberized Coating, “Safety-Walk”’ Non- 


slip Surfacing,‘“‘3M”’ Abrasives,‘‘3 M” Ad- 
hesives. General Export: 122 E. 42nd St., 
NewYork 17, N.Y. In Canada: London, 
Ont., Can. 


WITHOUT OBLIGATION, please send s 
me “How to Get the Most out of Your § 
Offset Duplicating Department.” 


Minnesota Mining & Mfg. Co. 
Dept. MM123, St. Paul 6, Minn. 


Company 


Address 


oe oe ee ee ee ee ee ee ee ee oe 
Z. 
3 
= 
a 


CAT. 6 ses acess vee Zone... .State.... 
Lem eee ee ee eee 
(Circle 827 for more information) 
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Rack solves problem 
of magazine display 

Designed and finished to fit into any 
decor, a new all-steel magazine rack has 
space for displaying more than 30 popu 
lar size magazines and newspapers. ‘The 
rack’s dividers and pockets are designed 
with a slight backward tilt to protect the 
magazines from bending forward and 
“over-hanging”’—thus insuring neatness and 
making the rack’s contents easier to see, 
easier to pick, easier to replace. 

For more information, Circle numbe) 
891 on the Reader Service Card. 


ed 


Transparent paper-lock bar on 
typewriter eliminates blind spots 

A measure of accuracy and over-all im- 
provement in the labors of secretaries can 
be added by substituting a transparent pa- 
per pressure bar for the solid bar provided 
by typewriter manufacturers. 

There is no need for the typist to lift 
the bar to see the work as it is being typed, 


for the new paper pressure bar is crystal 





clear, permitting complete visibility. ‘The 
advantages of uninterrupted visibility of 
the work encourages greater speed and ef 
ficiency of the typist. It is available for 
practically all makes of typewriters and 
can be installed in a matter of minutes. 

For more information, Circle numbe) 
878 on the Reader Service Card. 


Self-adjusting divider 
improves filing efficiency 
A new self-adjusting file drawer divider 
tilts to form a perfect filing “V" and ad 
justs itself when additional material is 
placed in the drawer. The folders auto 
matically adjust themselves as soon as the 
divider is moved to a vertical position. 
Material in the file drawers is kept from 
slumping, yet a convenient working “V” 
is possible at any point. These dividers 
are simple to install and easy to operate. 
For more information, Circle number 


892 on the Reader Service Card. 





"EVEN I CAN SORT wit 







Marie “‘Irma‘’’ Wilson 
starring in 

“Marry Me Again” 
Released by 
RKO-Radio Pictures. 


L Fibure 
VERTICAL 
SORTERS” 


ITS SOEASY 
LET US SHOW YOU 


M write NOW FOR FREE 
DESCRIPTIVE LITERATURE 


CORPORATION 
CEDAR RAPIDS, IOWA 


(Circle 823 for more information) 





Transparent drafting stamp 
made of acrylic plastic 


A draftsman’s stamp of transparent 


Plexiglas has been developed for stamping 





conventional symbols or engineering draw- 
ings. The transparent stamp permits the 
user to orient a symbol, embossed on the 
stamp, with existing lines on a drawing. 

Because of its breakage resistance and its 
lasting transparency, Plexiglas acrylic plas- 
tic is used for the stamps. They are avail- 
able in 124 different engineering symbols, 
designed in accordance with ASA stand- 
ards. Each stamp is 114 inches square and 
5/16 inch thick. 

For more information, Circle number 
877 on the Reader Service Card. 
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NOW in one compact unit! 


copies anything in seconds! 





SIMPLE—This newest development in photocopy ma 
chines, now available in one compact unit, 1614/2” x 231/2” 
overall, with only one knob to turn, can be operaied 
easily by any girl in your office. 


HANDSOME —Glossy black with white trim — looks well 
anywhere. 


ACCURATE—No matter how fine the detail, or what the 
colors, if you can see it in the original you will see it in 
the photocopy. 


VERSATILE—Produces exact, letter-perfect copies up to 
14” wide—whether the original is single or double sided, 
opaque or translucent, white or colored. Photorapid's 
legally accepted copies are ready for instant use, elimi- 
nating costly typing, hand copying and checking — or 
costly outside copying. With Photorapid you can make 
single side copies, double side (to reduce filing space), 
transparent copies for use as masters with diazo or blue- 
prints, tissue copies for air mail — all at an unbelievably 
low cost. Also two-part models for copying from books 
without removing or injuring pages. 


FAST— In seconds your finished, perfect copy is ready. 


sass toe UNIQUE ADVANTAGES 
details x6 Closed tight when not in use 


— solution keeps longer. Non- 
metallic construction prevents 

Dept.M 105 Chambers St., New York 7, N.Y. 
(Circle 813 for more information) 
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! STYLE * oLp “Ss 
\ folders } STYLE " me 
™~ hang! folders 

seer ‘. slump! 


~a_w--” 


Oxford |} | 
PENDAFLEX® 


_HANGING FOLDERS 


Send for f 
CATALOG. Oxford Filing Supply Co., Inc. 


82 Clinton Road, Garden City, N.Y. 











NAME a 





ADDRESS. 














city @ SraTe 
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Portable copyholder assures 
accuracy, eases eyestrain 

\ versatile office tool is available to the 
stenographer for copy work which, for one 
reason or another, cannot be mounted in 
the more common copyholders. Account 


ants can use it for columnar reading and 


report and. statistical analysis, architects as 





a layout drawing instrument and _ others 
who do meticulous reading will find it a 
practical aid to accuracy and a help in the 
elimination of eyestrain. 

For more information, Circle number 
898 on the Reader Service Card. 


— 
Automatie dating device 
on elapsed time recorders 

All printed elapsed time records are now 
automatically dated by a new feature on 
standard time recorders. 

The new feature eliminates hand dat 
ing job time cards and removes the possi 
Widely used 
throughout industry for recording accu- 


bility of clerical errors. 


rate, automatically computed job and op- 
erations time, these machines are now be- 
ing used in numerous parking lots and 


%, 





& 
fa 
i 








TELLS HOW T0 
FIT PAPER OR 
CARD TO YOUR 
RECORDS JOB 





| goed the inside story on how papers 
and index cards are made so they’ll 
stand hard wear. Whether your problem 
is wear from constant use, or deteriora- 
tion from age, this booklet will tell you 
how to select the right paper or card. It’s 
called ‘“‘Papers and Index Cards that Wear 

Better and Last Longer”. Whatever your 

record-keeping or accounting needs, Par- 

sons ledger papers or index cards will do 
the best job for you. Here’s why: 

B® You can have “color-control” ® by 
having cards and sheets, for each pur- 
pose, in matching colors. 

® No strained eyes if you use Parsons 
paper, with its special no-glare surface. 

® Whether erased by rubber, scratcher or 
chemicals, these papers and cards will 
have a smooth surtace, the same color. 

B® You choose from a wide variety of 
weights, sizes, colors and strengths— 
so you get just what you need, and 
economically, 

® Parsons papers and cards are built for 
bookkeeping—machine or hand —be- 
cause we’ve studied the requirements 
of systems of posting and using, and 
made the paper fit the need. 

® Parsons papers and cards are made 
with tough, flexible new cotton fibers. 
Precision controls in processing and 
sheet-by-sheet inspection guarantee 
high and consistent quality. Yet Par- 
sons prices are down there, grade for 
grade, with the others. 


Get Booklet on Selecting Right Paper 
Many cheaper papers can be had, but you 
know what a mess you can get into by 
trying to “shave” a few cents. Jt’s the 
labor in accounting and bookkeeping that 
costs real money. Good—but not expen- 
sive—materials, like Parsons papers and 
cards, more than pay their way, They 
save labor because they’re easier to work 
with. Send today for your free copy of 
our booklet that tells how and why. 





Ee 


of le 
Z| Cur O08 Year 


PARSONS PAPER COMPANY 
DEPARTMENT 127 

HOLYOKE, MASSACHUSETTS 

Please mail me, without cost or obligation, your 
booklet on getting the right paper or card for 
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garages, bowling alleys, billiard parlors 
and other amusement centers. 

They print starting time, finishing time, 
total elapsed time and date. Elapsed time 
is shown in hours and minutes on a time 
card with lunch time and other non-work- 
ing periods automatically deducted if de 
sired. One machine can handle any num 
ber of cards in ‘any sequence. 

For complete data and catalog, Circle 


number 874 on the Reader Service Card. 
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Two-surface rubber stamp 
speeds bank deposits 

Development of a unique rubber stamp 
designed for the ever increasing “bank by 
mail” trend, has just been announced. It 
was designed for the use of bankers seek- 
ing a quick, easy, accurate short-cut for 
customers in preparing deposit slips, en 
dorsing checks and putting return = ad 
dresses on envelopes in connection with 
banking by mail. 

The stamp, which eliminates mistakes 
and loss of time at the bank caused by il 
legible handwriting, is actually two rubber 
stamps mounted on a single base whose 
bottom is shaped like a flat end “V.” One 
inclined surface of the base carries the 
name and address of the customer; the 
other bears the name of the bank and the 


customer as the check endorsement. 











In operation, the user tips the stamp 
forward to imprint his name and address 
on the required places on the deposit slip 
and as a return address on the mailing en- 
velope. By tipping it backward, the names 
of the bank and the customer are im 
printed on the checks to be deposited. The 
whole action can be accomplished in sec 
onds, and there is no possibility for error. 

For more information, Circle number 
873 on the Reader Service Card. 
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ACCOUNTING MACHINE FORMS Mee MIS 


Published by 


.» ASSURE YOU OF MAXIMUM MANAGEMENT MAGAZINES, INC. 
ACCOUNTING MACHINE EFFICIENCY! eee eee 















































PERFECT REGISTRATION GUARANTEED... Reynolds & Reynolds TO : 
highly skilled specialists assure you of precision made accounting ma- = | 3 
chine forms.  - pEANGR ASTE vEaig on “ 

; : saantins . UsIVeOF MICH sc H 4 ; 
QUALITY FORMS AT LOW COST... mass production and an exclusive a DHLMISTRATION ee 
new process make Reynolds & Reynolds the leader in accounting ANN. ARB da MIC Wiis eee Oo} 


machine forms production. This know how and efficiency, gained 
through years of experience, saves you money. 

PROMPT DELIVERY . . . special high speed presses and systematic 
handling guarantees prompt delivery of custom made forms. A large, 
complete stock of standard forms is always ready for immediate delivery. : 
COMPLETE SOURCE OF SUPPLY ... Reynolds & Reynolds can furnish ‘ . 
binders, indexes, carbon paper, filing trays, stands and your other print- te 
ing requirements. T° 

Reynolds & Reynolds is : 

headquarters for all Accounting 

Machine Forms ! 
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The Reynolds & Reynolds Co. 
800 Germantown St. 
Dayton 7, Ohio 


Please send me complete information on Reynolds & Reynolds 
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